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FOREWORD 



The Division of Vocational Education, University of 
California^ is an administrative unit of the University 
concerned with responsibilities for research, teacher 
education, and piiblic service in the broad area of vocational 
and technical education. During 1968 the Division entered 
into an agreement with the U.S. Office of Education to 
prepare curricula and instructional materials for a variety 
of allied health areas. For the most part such materials 
are related to pre-service and in-service instruction in 
programs from on-the-job instruction through Associate 
degree programs . 

This interim report is a summary of the functional 
analysis for the occupational area of Health Care Facility 
Purchasing. A National Technical Advisory Committee for 
Purchasing provided assistance in designing a questionnaire 
to identify by job titles the various persons currently 
performing purchasing functions in the health care facility, 
and to validate a task list appropriate to personnel in the 
Purchasing occupations in health care facilities throughout 
the nation . 

Melvin L. Barlow, Director 
Division of Vocational Education 
University of California 

Professor of Education, UCLA 

Principal Investigator, 

Allied Health Professions Projects 
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SUMMARY 



Objectives 



1. To determine what needs exist for the training of personnel in 
purchasing for Health Care Facilities. 

2. To develop an educational and training program to meet these 
needs . 



Procedure 

1. A survey was undertaken at 29 institutions and data obtained on 
frequency, supervision, and difficulty of performance in 208 
task elements. 







2. A questionnaire was mailed to the administrators of these 
institutions to obtain further information on general 
purchasing practices. 

3. Analysis was made of the findings of survey and questionnaire. 

Findings and Recommendations 



1. Most hospitals have some kind of central purchasing facility, 
and commonly both centralized and decentralized purchasing 
exist at the same institution. 

2. Purchasing functions are generally performed with little or 
no supervision and involve no high levels of difficulty. 

3. Nearly every function in the field of purchasing is performed 
at some time by persons other than purchasing agents. 

4. Such diversity of policies and procedures exists that it seems 
desirable to construct curricula providing flexibility to meet 
the varying needs of individual health care facilities. 

5. Instructional units should be designed to cover a circumscribed 
area of tasks relating to a common function. Combinations of 

such units could form general courses of instruction in educational 
institutions for purchasing personnel, or could be utilized 
individually by specific health care facilities for pre-service 
or in-service training programs for administrators, department 
heads, and other personnel. 
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Interim Report 



A STUDY OF PURCHASING OCCUPATIONS 
IN HEALTH CARE FACILITIES 



I . INTRODUCTION 



The fundamental objectives of the Allied Health Profession Projects are to 
develop curricula and instructional materials for those allied health 
functions that can be taught to the Associate degree level, and to develop 
in-service and pre-service instructional programs for those health-related 
cjcupations for which on-the-job training may be appropriate. The initial 
steps leading to the development of curricula involve the identification 
and listing of all possible tasks in a specified functional area, and 
verification of their performance by personnel in the occupational categories 
under consideration. The present report deals with the results of a survey 
of task performance in the field of purchasing, one of several facility 
support services for which the development of curricula is envisioned. 

Medical Facility Purchasing is a field for which there is litt],e historical __ 
background of curriculum development.^ The purchasing practices of many 
hospitals and Extended Care Facilities are thought, however, to be a contrib- 
uting factor to the current high costs of medical care. The present survey 
was conducted to determine the content of an educational curriculum for 
personnel operationally responsible for purchasing in health care facilities. 

It was necessary to determine (a) whether there are specific personnel at 
a substantial number of health care institutions who are concerned primarily 
with purchasing activities, and (b) whether occupational categories are 
differentiated by performance of different purchasing functions. Non-purchas- 
ing-department personnel have been included in the survey in order to determine 
whether the kinds of functions performed by such personnel would suggest 
a need for curricula designed for individuals who perform some purchasing 
functions as an adjunct to their primary duties. 




^The only formal instructional program located by the Project during 
a search of the literature was "The Catholic Hospital Association Hospital 
Purchasing Administration Correspondence Course", 1962, prepared by the 
University of Chicago Home-Study Department for use by the Catholic Hospital 
Association, St. Louis, Missouri. 
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II. 



PROCEDURE 



A. Survey Instruments 

Data on institutional practices in the field of purchasing were collected 
by means of a survey form listing those specific tasks which might be 
performed by individuals who participate in purchasing functions . A tenta- 
tive list of tasks was constructed after a survey of pertinent literature 
(the principal sources consulted are listed in Appendix A) . This list 
was reviewed by the National Technical Advisory Committee for Purchasing 
(membership is listed in Appendix B) at its May 1969 meeting.^ Revisions 
and additions were made by the Committee, and the list as approved for the 
survey consisted of 208 tasks grouped under fourteen major sub-headings 
defining broad areas of activity. The survey form (Appendix C-4) provided 
for responses on three dimensions of performance for each task: frequency 

(how often do you do this task?) , supervision (how much supervision do 
you get for this task?) , and difficulty (how difficult is this task?) . 
Ordinal scales, each of five steps, were provided for responses on these 
dimensions, the steps being defined in the instructions to respondents 
(Appendix C-2) and on the survey form. 

The survey was administered by resident administrators in six metropolitan 
areas. An attempt was made to select respondents who accomplished at least 
some of the functions covered by the survey, as outlined in the instruc- 
tions to the survey administrators (Appendix C-1) . Hospital administrators 
were consulted to determine which departments might provide respondents, 
and the selection of the specific respondents within a department usually 
was made by the department head. Since the apportionment of responsibili- 
ties for various functions among different personnel varied from one in- 
stitution to another, all institutions were not equally represented in the 
total respondent sample. At seven of the responding institutions there 
was more than one respondent from the purchasing department; at the others 
there was only one, usually either a purchasing agent or a storekeeper. 

The number of department head respondents varied from none at eight insti- 
tutions to five at one institution, and the number of supervisor respondents 
from none at eight institutions to seven at one institution. 

At the time the survey was administered, each respondent also completed 
a background information inventory (Appendix C-3) covering education and 



^Robert R. Henrich (Mary Ellison, Ed.) Meeting Report , National 
Te(;hnical Advisory Committee for Purchasing, Los Angeles, California 
May 26-27, 1969. U.S.O.E. Research and Demonstration Grant 8-0627, Allied 
Health Professions Projects, Division of Vocational Education, University 
of California, Los Angeles, 1969. 
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TABLE 1 



PERCENTAGES OP RESPONDENTS FROM 
FOUR TYPES OP INSTITUTIONS 



Respondents by 

Occupational 

Category 


Number 

of 

Resp ' s 


Percent 


Large 

Hospital 


Medium 

Hospital 


Small 

Hospital 


ECF 


Purchasing Department 












Purchasing Agents 


13 


54 


23 


23 


0 


Assistant P. A. 


7 


43 


57 


0 


0 


Storekeepers 


10 


50 


40 


10 


0 


Adndnistrators 


8 


0 


25 


37 


37 


Accountants 


4 


50 


25 


25 


0 


Department Heads 












Pharmacy 


8 


50 


37 


13 


0 


Dietary 


10 


50 


40 


0 


10 


Housekeeping 


12 


33 


42 


25 


0 


Nursing 


3 


33 


67 


0 


0 


Other 


8 


50 


25 


25 


0 


Supervisors 












Dietary 


14 


7 


43 


36 


14 


Housekeeping 


9 


11 


78 


0 


11 


Nursing 


11 


45 


36 


18 


0 


Other 


3 


0 


67 


0 


33 


Workers 


6 


50 


33 


17 


0 


Total 


126 


36 


40 


17 


7 



5 



previou® ©xp©ri©nc©, Mditional data concerning the general purchasing 
procedures at the responding institutions were collected by means of a 
questionaire (Appendix D) mailed to hospital administrators after the 
survey had been completed. 



B. Respondent Sample 



Responses to the purchasing survey were obtained from 131 individuals at 29 
institutions? of which 9 Were large hospitals (200 or more beds) , 9 were 
medium-sized hospitals (100-199 beds) , 7 were small hospitals (less than 100 
beds), and 4 were Extended Care Facilities. The number of respondents varied 
from one institution to another; at some institutions there were only one or 
two respondents. The occupational categories represented in the respondent 
sample were purchasing agent, assistant purchasing agent, storekeeper or 
storeroom manager, administrator, accountant or controller, department head, 
first- line supervisor and non-supervisory worker (e.g., ward clerk, food 
steward) . 

A receiving clerk, an invoice clerk, an accounting clerk, and two purchasing 
department secretaries did not fit into any of these categories. At an early 
stage of data analysis it became evident that there were substantial individ- 
ual differences in patterns of task performance by personnel within each of 
the eight specified occupational categories. It therefore seemed better to 
exclude the data obtained from the clerks than to present descriptions based 
upon single individuals whose patterns of task performance might not be 
generally representative of their occupational categories . The data obtained 
from the secretaries also were excluded because, while each performed some 
tasks in some of the areas that were surveyed, there was not a single task 
in the whole list that was performed by both secretaries. The respondent 
sample accordingly was reduced to 126 cases. 

The percentage distributions of respondents among different types of institu- 
tions are shown in Table 1, page 5. The majority of respondents in most 
occupational categories were from large or medium-sized hospitals. There 
Were relatively few from small hospitals, and very few from Extended Care 
Facilities (ECF) . The majority of administrators, however, were from small 
hospitals or Extended Care Facilities. The largest numbers of respondents 
were in the categories of department head and supervisor; only 23 of the 
respondents were purchasing-department personnel. Most using-department 
personnel were in pharmacy, dietary, housekeeping, or nursing departments; 
a few were in miscellaneous other departments. 

Table 2, page 7, shows the educational backgrounds of the respondents in 
each occupational category. Purchasing agent is not a clearly defined pro- 
fession for which any specific standards or qualifications exist, and none of 
the purchasing department personnel had received any kind of certification. 
The majority of purchasing agents, assistant purchasing agents and store- 
keepers had at least some college education, but relatively few purchasing 
agents had received any further specific training for their jobs. Only two 
of the thirteen purchasing agents had previous experience in hospital 



Designated by asterisk in Appendix G listing the 48 institutions 
in the Selected National Sample of Health Care Facilities. 
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purchasing departments, but seven others had previous experience either in 
purchasing in other contexts or in the management of retail businesses 
where some experience in purchasing might be obtained. The seven assistant 
purchasing agents, on the other hand, all had some previous experience in 
hospital purchasing departments in lower level positions, such as storeroom 
manager or supply superintendent. 

Some differences among departments in the kind of education and training 
received by department heads and supervisors can be seen in Table 2. House- 
keeping department personnel tended to have less academic education than 
personnel within other departments. The majority of department heads in 
most departments had received certification appropriate to, their fields, but 
certified executive housekeepers (C.E.H.) were a minority among housekeeping 
department heads. 



C. Data Analysis 



Assistance in the processing and reduction of survey and background infor- 
mation data and in computer analysis of these data was provided by the Survey 
Research Center of the University of California, Los Angeles. Frequency 
distributions were obtained for frequency, supervision and difficulty 
responses to all tasks listed on the survey for each of the eight occupational 
groups specified previously. The mean and mode were calculated for each 
distribution in terms of the numerical scale values. 

The most important aspect of performance was considered to be whether or not 
a task was perfon.ied at all, either frequently or infrequently, by respondents 
in particular occupational categories. The mode was used in preference to the 
mean as an indicator of frequency of performance because in many instances it 
was found that the shape of a distribution was such that its mean actually 
would not be representative of any respondents. 

Task supervision data are not included in the present report because the 
results of their analysis indicated that there were no important differences 
either between tasks or between occupational categories with respect to 
whether or not performance usually was supervised. Most of the tasks were 
performed occasionally or rarely under supervision by a few respondents, but 
not one was performed all or most of the time under supervision by as many as 
half of the respondents in any occupational category who performed it . 

The results of the analysis are described in the present report in terms of 
three task parameters: 

a. percentage of respondents who perform the task. 

b. modal frequency of performance by respondents who perform the task. 

c. mean of the difficulty ratings of the task by respondents. 
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III. RESULTS 



A. Centralization of Purchasing 

PreliiniJia3ry andlysss of th© surv©y data showad that in most aroas of activity 
related to purchasing there were no clear divisions of responsibility for 
task performance among the different occupational categories. The great 
majority of tasks were performed by at least some personnel in each occupa- 
tional category, and not performed by at least some other personnel in each 
occupational category. While there were some areas in which tasks appeared 
to be more consistently performed by personnel in certain occupational cate- 
gories and not performed by personnel in other occupational categories, in 
many areas the extent of overlap with respect to performance by personnel in 
different occupational categories was considerable. 

It was thought that one reason for this situation might be the existence of 
variations among institutions in the degree of centralization of purchasing 
functions. An attempt therefore was made to determine what the degree of 
centralization of purchasing was at each of the responding institutions and 
how this factor affected task performance by respondents in different oc- 
cupational categories. The data obtained from the questionnaires sent to 
administrators were employed in conjunction with the survey data for this 
purpose; for the six institutions from which questionnaire data were not 
obtained, the extent of centralization of purchasing was inferred by examina- 
tion of the patterns of task performance by the individual respondents at 
those institutions. 

It was evident that the institutions could not be characterized simply as 
having either centralized or decentralized purchasing. Almost all of the 
hospitals have some kind of central purchasing department, and only four 
hospital administrators, in their responses to the questionnaire, described 
their purchasing structures as decentralized rather than centralized. In 
many of the hospitals, however, patterns of task performance by non-purchasing 
department personnel suggest that purchasing is far from being completely 
centralized. 

Table 3, page 10, shows the types of purchasing structures found in the re- 
sponding institutions. Only one small hospital did not have a purchasing 
department or agent. None of the four Extended Care Facilities have purchas- 
ing departments or agents, but at two of them at least some purchasing is done 
centrally by the administrator. Hospital size does not seem to be related to 
the degree of centralization of purchasing, but there is a tendency for larger 
hospitals to have a purchasing staff while small hospitals have only a purchas- 
ing agent who works without assistance. At a few institutions the storekeeper 
or storeroom manager acts as a purchasing agent. 

Table 4, page 11, shows the percentages of department head and supervisor 
respondents from institutions at which purchasing for their departments is 
centralized or decentralized. Of the total number of using department 



TABLE 3 



PERCENTAGE DISTRIBUTIONS OF TYPES OF PURCHASING 
STRUCTURES IN DIFFERENT TYPES OF INSTITUTIONS 



Institution Type 


(N) 


Percent 


1 


2 


3 


1 

4 


5 


Large 


9 


56 


22 


0 


11 


0 


Medium 


9 


44 


11 


33 


11 


0 


Small 


7 


14 


57 


14 


0 


14 


ECF 


4 


0 




0 


0 


100 



1. Purchasing department consists of a purchasing agent 
and one or more additional staff members. 

2. Purchasing department consists of a purchasing agent 
only. 

3. Purchasing is done by the storekeeper. 

4. Purchasing department is a department of a larger 
administrative unit of which the institution is a part. 

5. Purchasing is done by administrators and/or using 
departments; the institution does not have a purchasing 
department . 
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TABLE 4 



PERCENTAGES OF USING-DEPARTMENT HEADS AND SUPERVISORS 
IN DEPARTMENTS FOR WHICH PURCHASING IS 
CENTRALIZED OR DECENTRALIZED 



Respondents by 

Occupational 

Category 


(N) 


1 — 

“ ■ 


Percent 


1 ' 


Purchasing 

Centralized 


Partly 

Decentralized 


Mainly 

Decentaralized 


Department heads 










Pharmacy 


8 


0 


13 


87 


Dietary 


10 


10 


20 


70 


Housekeeping 


12 


75 


25 


0 


Nursing 


3 


100 


0 


0 


Other 


8 


62 


25 


13 


Supervisors 










Dietary 


14 


7 


14 


79 


Housekeeping 


9 


78 


0 


22 


Nursing 


11 


100 


0 


0 


Other 


3 


67 


0 


33 
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respondents, 39% of the department heads and 38% of the supervisors are in 
departments for which purchasing is done mainly by the department head. 

Although none of the administrators indicated on the questionnaire that 
purchasing at their institutions was done by personnel below the level of 
department head, at least a few supervisors at some institutions do engage 
in purchasing activities, as indicated by their responses to the survey. 

The differences between departments Which may be seen in Table 4 indicate 
that at most institutions it is usual that purchasing for pharmacy and 
dietary departments be done by the heads of those departments , and that pur- 
chasing for other departments be done by the purchasing department. 

Since it seemed that the preparation and/or review of purchase orders might 
serve as an approximate indicator of the extent to which individuals, partic- 
ularly those in using departments, participate in purchasing functions, a 
tabulation was made of the percentages of respondents in each occupational 
category who perform this task. The results are shown in Table 5, page 13. 

As would be expected, most purchasing agents and assistant purchasing agents 
prepare and sign purchase orders. Some storekeeper respondents also perform 
these duties. At two of the responding institutions, the administrators 
indicated on the questionnaire that some purchasing was done by the store- 
keepers, and at two others the administrators indicated that the storekeepers 
were the principal persons responsible for purchasing. It was found by exam- 
ination of the individual survey forms that the 40% figure in Table 5, for 
storekeepers who review and sign purchase orders, represents the respondents 
from those four institutions. 

Administrators and accountants usually do not prepare or sign purchase orders. 
While a few administrators, particularly those at Extended Care Facilities, 
do participate to some extent in purchasing, apparently purchase orders 
usually are prepared by using-department personnel at those institutions which 
do not have purchasing departments. It can be seen from Table 5 that many 
pharmacy and dietary department heads, but relatively few other using-depart- 
ment personnel, deal with purchase orders at institutions which have purchasing 
departments. Purchase orders are signed by 22% of all department head respond- 
ents and 19% of all supervisor respondents; an additional 15% of department 
heads and 11% of supervisors prepare but do not sign purchase orders . Where 
using -department personnel have the authority to sign purchase orders, it 
might be inferred that they have a major degree of responsibility for purchas- 
ing. About 20% of the using-department respondents therefore might be expected 
to perfonn most of the same functions that are performed by purchasing agents. 
The expected upper limit for the number performing most functions would be 
^out 40% t representing the proportion who are in departments for which pur- 
chasing is mainly decentralized. 

Functions such as storeroom management, receiving, inventory control, and 
accounting may be either centralized or decentralized in particular insti- 
tutions and for pairticular departments within institutions . At some institu- 
tions the purchasing agent may himself perform some or all of these functions; 
at other institutions, he may have some general supervisory responsibilities 
in the areas but may not be directly involved in performing the activities in 
the areas. Some using departments may have their own storeroom facilities or 
may do some or most of their own receiving or accounting. For other using 



TABLE 5 



PERCENTAGES OF RESPONDENTS WHO REVIEW AND 
SIGN (22) OR PREPARE (21.2) PURCHASE ORDERS* 



J — .. ... 

Respondents by 






Percent 




Occupational 

Category 


(N) 


Review 
and Sign 


Prepare 

Only 


Neither 


Purchasing Department 










Purchasing Agents 


13 


77 


15 


8 


Assistant P. A. 


7 


71 


29 


0 


Storekeepers 


10 


40 


0 


60 


Administrators 


8 


13 


0 


87 


Accountants 


4 


25 


0 


75 


Department Heads 
Pharmacy 


8 


50 


25 


25 


Dietar^y 


10 


40 


10 


50 


Housekeeping 


12 


8 


8 


84 


Nursing 


3 


0 


0 


100 


Other 


8 


0 


25 


75 


Supervisors 










Dietary 


14 


21 


14 


65 


Housekeeping 


9 


22 


0 


78 


Nursing 


11 


9 


9 


82 


Other 


3 


33 


33 


33 


Workers 


6 




0 


83 



*Numbers refer to specific tasks listed in Appendix C-4 . 
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TABLE 6.1 

Area I-A. IDENTIFY NEEDS FOR SUPPLIES, SERVICES AND EQUIPMENT (1-3)* 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


50 


Daily 

Several times a 
week 


Minor decisions 
Select suitable 
procedure 


Assistant P.A. 


0 






Storekeepers 


30 


Daily 

Several times a 
! week 


Minor decisions 
Select suitable 
procedure 


Administrators 


80 


Several times a 
year 


Minor decisions 


Accountants 


50 


Several times a 
year 


Select suitable 
procedure 


• 

Dept. Heads 


— 

80 


Several times a 
week 

Several times a 
month 


Select suitable 
procedure 


Supervisors 


60 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


I Workers | 


0 







* On the survey fom, sections I and II were designated "to be 
completed by the using department" and section III "to be completed 
by the using department and/or administration." Some of the respond- 
ents in other categories nevertheless completed these sections of the 
survey and indicated that they performed the tasks in these areas, but 
only one assistant purchasing agent did so. It is possible, therefore, 
that some assistant purchasing agents do in fact perform these tasks 
but that they interpreted the instructions to mean that they should not 
complete these sections of the survey form. 
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departments some or all of these functions may be done by the purchasing depart- 
ment, whether or not other functions related to purchasing are performed by 
using-department personnel. 

At present most purchasing for departments other than pharmacy and dietary is 
handled by purchasing departments, and the questionnaire responses of the 
administrators indicate that in the future a tendency toward further centrali- 
zation of purchasing can be expected in hospitals, although not in Extended 
Care Facilities. Fourteen of the twenty-three administrators who replied to 
the questionnaire stated that they Would like to have a greater degree of 
centralization of purchasing at their institutions; only five, of whom four 
were Extended Care Facility administrators, did not think that centralized 
purchasing was desirable for their institutions. The existence of centralized 
purchasing facilities at nearly all hospitals and the suggested trend toward 
increased centralization indicate a need for individuals trained in th.is field. 

B. Task Performance by Occupational Categories 

The principal findings of the survey are presented in this section in terms of 
task perfomance in 26 areas of activity by personnel within eight occupational 
categories. The tasks listed on the survey form were grouped into fourteen 
principal areas designated by Roman numerals I to XIV. These designations have 
been employed here with letters suffixed to indicate siib-divisions of the 
original areas made for the purposes of the present analysis (e.g., I-A) . 

Data on the performance of the specific tasks within each area are shown in 
Appendix F. The entries in Tables 6.1 to 6.26 are abstractions from Appendix 
F and are intended to provide a summary description of performance of the 
overall function represented in each area. Each table shows (a) the approxi- 
mate percentage (in steps of 10 %) of personnel who perform at least some of 
the tasks in the area and who therefore may be considered to participate in 
performance of the overall function, (b) the modal frequency of performance 
of the function (or frequencies if a single mode represents less than half of 
those who perform the function, and (c) the general level or levels of diffi- 
culty of the tasks in the area. 

The parenthesized numbers in the tables and text refer to the specific tasks 
which are listed in Appendix C-4 in numerical order and listed in Appendix F 
in the order considered appropriate for different occupational categories. 

1. Area Identify Needs For Supplies, Services and Equipment (1-3) 

Purchasing agents perform the tasks in this area with relatively high frequen- 
cies; they may participate daily in budget preparation ( 1 ) and identification 
of needs ( 2 ) . 

Assistant purchasing agents did not respond to this section of the survey, but 
their task performance may be similar to that of purchasing agents (cf. footnote 
to Table 6.1, page 14 ). 

Storekeepers at some institutions participate frequently in budget preparation 
( 1 ) and in identifying types of supplies and services needed ( 2 ) , and occasion- 
ally in establishing quality and quantity standards (3) . 

Administrators perform the tasks in this area, but usually do so infrequently. 
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TABUS 6«2 



Mm z~i» 3Tony(3i locatiois md mxMTAiM 3T0CIC usms (4-$)* 





OsQ-upatiohul 

Category 


Peroentages 

Performihg 

Tasks 


Modal frequenoiei 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


50 


Daily 

Several times a 
week 


Minor decisions 


Assistant P.A. 


0 






Storekeepers 


40 


Daily 


Minor decisions 
Select suitable 
procedure 


Administrators 


60 


Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Accountants 


50 


Several times a 
month 


Select suitable 
procedure 


Dept. Heads 


80 


Daily 

Several times a 
week 


Minor decisions 


Supervisors 


70 


Several times a 
week 

Several times a 
month 


Minor decisions 


Workers 

a. j 


0 




j ^ 



completed by the using department" and section III "to be completed 
by the using department and/or administration." Some of the respond- 
ents in other categories nevertheless completed these sections of the 
survey and indicated that they performed the tasks in these areas, but 
only one assistant purchasing agent did so. It is possible, therefore, 
that some assistant purchasing agents do in fact perform these tasks 
but that they interpreted the instructions to mean that they should not 
complete these sections of the survey form. 
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AogQuntantg nt eom.® inttitutloni p«j?fona ths talks in this arsa ssvaral timas 
a ysart 

Dspagtmant haads at most institutions psrfom ths tasks in this arsa. Thsir 
frsqusnciss of psrfomanos varyf as nssds might bs sxpsctsd to vary among 
diffsrsnt dspartmsnts and diffsrsnt institutions • 

Supsrvisors psrform ths tasks in this arsa foilotiing a pattsrn similar to that 
of dspartmsnt hsads* 

Worksrs usually do not psrform ths tasks in this arsaf but sc»s may oocasion- 
ally partioipats in idsntifying the type of supplies and asrvioss required (3) . 

guromary 

The activities related to planning for the fulfillment of needs are performed 
by various personnel. In some institutions, and perhaps in most, purchasing 
agents engage in these activities frequently. Department heads and super- 
visors perform the tasks in this area, but usually with somewhat lesser 
frequencies than purchasing agents. The relatively low frequencies of per- 
formance by administrators and accountants suggest that these personnel may 
participate only after preliminary planning has been carried out by purchasing 
and using-department personnel. Purchasing agents and administrators may not 
always be concerned with determining quality and quantity standards (3) ; ap- 
parently using -department heads and supervisors often are primarily responsible 
for this task. Performance of the tasks in this area requires at least minor 
decisions, and the selection of suitable procedures. 

2. Area I-B. Determine Storage Locations and Maintain Stock Levels (4-6) 

Purchasing agents perform the tasks in this area with relatively high fre- 
quencies, as often as daily. They participate in determining storage location 
and levels (4) , but usually are not concerned with details of storeroom 
arrangements (4.2). 

Assistant purchasing agents did not respond to this section of the survey, but 
their task performance may be similar to that of purchasing agents (cf. foot- 
note to Table 6.1). 

Storekeepers at some institutions perform the tasks in this area daily. They 
may detemine storage locations within the storeroom (4.2), but usually do 
not participate in determining storage unit locations (4.1). 

Administrators at some institutions participate in determining storage loca- 
tions and levels (4) several times a year, but are not directly concerned with 
maintenance of stock levels (5-6) . 

Accountants usually are not concerned with storage locations and stock levels 
(4-5) , but at some institutions they process orders to fill unanticipated 
needs (6) several times a month. 

Department heads at most institutions perform the tasks in this area. Fre- 
quencies of performance vary, probably with individual departments and 
institutions. Some department heads may participate in determining only 
storage unit locations (4.1), and others in determining only arrangements 
within the storeroom (4.2). 

Supervisors at most institutions perform the tasks in this area following a 
pattern similar to that of department heads. 

Workers usually do not perform the tasks in this area, although a few may 
occasionally submit requisitions to maintain stock levels (5.). 
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XX, 



PUPARS H^UXSI5?X0N FOE FUICHMINO MD/OR STORIS (7-8)* 





Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


40 


Daily 


Minor decisions 


Assistant P.A. 


0 






Storekeepers 


30 


Several times a 
week 


Minor decisions 
Select suitable 
procedure 


Administrators 

— 


0 






Accountants 


0 






Department Heads 


70 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


80 


Several times a 
week 

Several times a 
month 


Minor decisions 


1 Workers 


80 

* ‘u»W\ M *1 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 

1 



•* ' — ^ 

completed by the using department" and section III "to be completed 
by the using department and/or administration." Some of the respond- 
ents in other categories nevertheless completed these sections of the 
survey and indicated that they performed the tasks in these areas , but 
only one assistant purchasing agent did so. It is possible, therefore, 
that some assistant purchasing agents do in fact perform these tasks 
but that they interpreted the instructions to mean that they should not 
complete these sections of the survey form. 



/ ©diainii'tira'tojf 1 1 u*iii^”*d8p®3rla!a#nt p8£f ofin®! all nmy 
participat* in d^tarmining itorag# location* (4"*4.2) » Purchasing agtnte ar® 
mor® liktly to b® cono®m®d only with unit location® (4*1) rathar than with 
location* within th® atorarocaa (4,2)? th® latt«r uaually are determined by 
storekeeper* or u*ing*department head® and supervisor®, A.dmini*trator* also 
may participate in these activities, but usually only infrequently. Both 
purchasing-department and using-department per«onnel maintain stock level* 

(5) and fill unanticipated needs (6) , but administrator* do not perform these 
tasks. Performance of th© tasks in this area generally involves minor decisions, 

3. Area II. Prepare Standard Requisition For Purchasing And/Or Stores (7-8) 

Purchasing agents perform the tasks in this area with relatively high frecmencies, 
as often as daily. 

Assistant purchasing agents did not respond to this section of th© survey , but 
their performance may be similar to that of purchasing agents (cf. footnote 
to Table 6.1, page 14). 

Storekeepers at some institutions perform the tasks in this area, but usually 
less frequently than purchasing agents do. 

Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads at most institutions perform the tasks in this area. ^ A fev/ 
department heads prepare requisitions daily, but most do so several times a 
week or several times a month. Variations in frequencies of perfoimance may 
be expected, since certain departments may use greater proportions of consum- 
able supplies and, therefore, need to make requisitions more frequently than 
do other departments. Some department heads may prepare requisitions only 
for standard expendable supplies, since a number of those who perform the 
tasks in this area do not enter justifications for items that are not stand- 
ard expendable supplies (7.6). 

Supervisors at most institutions perform the tasks in this area following a 
pattern similar to that of department heads. 

Workers at most institutions perform the tasks in this area, but probably they 
prepare requisitions only for standard expendable supplies. They usually do 
not enter justifications for items that are not standard expendable supplies 
(7.6). This task element is considered by using -department personnel to be^ 
slightly more difficult than other elements in the area, and apparently it is 
perfomed, when necessary, by department heads or supervisors rather than by 
lower-level personnel. 

Summary 

Standard requisitions are prepared frequently by purchasing agents in at least 
some institutions, and with varying frequencies by storekeepers at some insti- 
tutions and by department heads, supervisors and workers at most institutions. 
Some department heads and supervisors apparently are authorized to requisition 
only standard expendable supplies, and workers usually do not prepare requisi- 
tions for items other than standard expendable supplies. Some items (7.1, 

7.2) on a requisition form are routine; other items and forwarding of the 
form to the approving authority (8) may require minor decisions. 
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TABLE 6.4 



Ar«a m. REVIEW REQUISITION AND FORWARD TO PURCHASING OR STORES (9-10.32)* 



Oaoupational 

Category 


Peroentagas 

Perfomlng 

Tasks 


Modal Preguanoies 
of 

Perfoimances 


Difficulty 
Level of 
Tasks 


Purahaiing Agant* 


40 


Daily 


Minor decisions 


Assistant P.A. 


0 






Storekeepers 


20 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Administrators 


50 


Several times a 
week 

Several times a 
month 


Minor decisions 


Accountants 


0 






Department Heads 


50 


Several times a 
week 

Several times a 
month 


Minor decisions 


Supervisors 


50 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Workers 


30 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 



* On the survey form, sections I and II were designated "to be 
completed by the using department" and section III "to be completed 
by the using department and/or administration". Some of the respond- 
ents in other categories nevertheless completed these sections of the 
survey and indicated that they perfoirmed the tasks in these areas , but 
only one assistant purchasing agent did so. It is possible, therefore, 
that some assistant purchasing agents do in fact perform these tasks 
but that they interpreted the instructions to mean that they should not 
complete these sections of the survey form. 
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4. Area III# Review Requisition And Forward To Purchasing Or Stores (9-10.32) 



Purchasing agents receive and review requisitions daily. They usually have 
autlxority to approve most requisitions received, but must occasionally seek 
approval of requisitions from higher authority (10,2,10.24,10.25). Purchasing 
agents check with the requisitioning department to justify requisitions when 
necessary (10.21), and regularly determine price/cost (10,22). 

Assistant purchasing agents did not respond to this section of the survey, but 
their performance may be similar to that of purchasing agents (of. footnote to 
Table 6.1) * 

Storekeepers at some institutions review and approve requisitions. 

Administrators at some institutions review and approve requisitions, usually 
several times a week or several times a month. At other institutions perform- 
ance of these tasks apparently is the responsibility of either the purchasing 
or using departments, but the administrators make determinations of price/ 
cost (10,22) for at least some requisitions. 

Accountants do not perform the tasks in this area. 

Department heads perform the tasks in this area when purchasing for their 
departments is at least partly decentralized. Their frequencies of performance 
tend, on the average, to be lower than the frequencies of perform.ance of the 
tasks by purchasing agents. About half of the department heads who receive 
and review requisitions also forward requisitions to superior purchasing 
authority for approval (10.2). 

Supervisors perform the tasks in this area when purchasing for their depart- 
ments is at least partly decentralized, following a pattern similar to that 
of department heads. 

Workers at some institutions receive requisitions for review, but usually do 
not check budgetary information on the requisitions (10.11, 10.21-10.23) and 
may do little more than forward them to higher authority for approval (10.2). 

Summary 

The initial review and approval of requisitions is carried out frequently by 
purchasing agents, and somewhat less frequently by administrators and using- 
department personnel at some institutions. Approximately 40-50% of department 
heads and supervisors review and approve requisitions (10. 13) , substantially 
less than the percentage who prepare requisitions (Area III, Table 6.3). 

Probably most of these using-department personnel are in pharmacy or dietary 
departments, for which purchasing in most institutions tends to be mainly 
decentralized. In other using departments, the responsibilities of personnel 
in the area of piarchasing may not extend beyond the preparation of requisitions 
which then are forwarded to the purchasing department in some institutions or 
to the administrator in other institutions for review and approval. Most of 
the tasks in this area involve minor decisions; forwarding of the requisition 
to superior authority (10. 12) , justification of the requisition (10.24), and 
its consideration for final approval (10.25) may require selection of suitable 
procedures. 

5. Area IV. Edit Requisition And Approve For Purchase (11-15) 

Purchasing agents perform the tasks in this area daily. Editing of requisitions 
for approval authority (12.4) and value analyses of requisitions (14) are done 
less frequently. All purchasing agents do not number requisitions and assign 



TABLE 6.5 



Area IV. EDIT REQUISITION AND APPROVE FOR PURCHASE (11-15) 



Ocoupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


90 


Daily 


Minor decisions 


Assistant P.A. 


100 


Daily 

Several times a 
week 


Minor decisions 


Storekeepers 


60 


Daily 


Rountine procedure 
Minor decisions 


Administrators 


30 


Several times a 
week 

Several times a 
month 


Minor decisions 


Accountants 


0 






Department Heads 


30 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Supervisors 


20 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Workers 


0 







them to buyers (13) . 

Assistant purchasing agents perform the tasks in this area daily or several 
times a week, following a pattern similar to that of purchasing agents. 
Storekeepers at many institutions do some editing of requisitions daily, but 
usually do not edit for budgetary information (12.1), and do not appi^ove for 
purchase (15) . 

Administrators at some institutions approve requisitions (15) several times a 
week or several times a month, but do not always edit them in detail (12-12.5), 
and usually do not assign them to buyers (13) or value analyze them (14). 
Accountants do not perform these tasks . 

Department heads may edit and approve requisitions when purchasing for their 
departments is decentralized. While they approve requisitions daily or 
several times a week, they may edit requisitions only several times a month 
or several times a year. 

Super •visors may perform the tasks in this area when purchasing for their 
departments is decentralized, following a pattern similar to that of depart- 
ment heads. 

Workers do not perform the tasks in this area. 



Summary 

Final editing and approval of requisitions at most institutions usually are 
the responsibility of the purchasing agents and/or assistant purchasing 
agents, who perform these tasks daily. At a number of institutions store- 
keepers edit requisitions, but usually do not approve them for purchase. At 
some institutions , department heads and supervisors perform these tasks when 
purchasing for their departments is decentralized, but at other institutions 
they may carry out only the initial review of requisitions (Area III) and 
forward them to either the purchasing departments or administrators for final 
approval. Purchasing-department personnel consider the tasks in this area to 
require only minor decisions, but using-department personnel consider them to 
involve selection of suitable procedures. 

6. Area V-A. Pre-determine Sources Of Supply (16-16.5) 

Purchasing agents pre-determine sources of supply for small orders (16. 2) daily, 
but for emergency purchases (16.3) and immediate needs (16.4) less frequently. 
Assistant pixcchasing agents perform the tasks in this area following a pattern 
similar to that of purchasing agents. 

Storekeepers at some institutions perform the tasks in this area, but usually 
less frequently than do purchasing agents. 

Administrators at some institutions perform the tasks in this area, but usually 
not more frequently then several times a month. 

Accountants do not perform the tasks in this area. 

Department heads perform the tasks in this when purchasing for their departments 
is decentralized, but their frequency of performance tends to be less than that 
of purchasing agents. 

Supervisors at some institutions may occasionally perform the tasks in this area 
when purchasing for their departments is decentralized, but it appears to be 
more usual for activities in this area to be the responsibility of department 
heads. 

Workers do not perform the tasks in this area. 
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TABLE 6.6 



Area V-A. DETERMINE SOURCES OP SUPPLY AMONG CURRENT SUPPLIERS (16-16.5) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


90 


Daily 


Minor decisions 
Select suitable 
procedure 


Assistant P.A. 


100 


Daily 

Several times a 
week 


Minor decisions 
Select suitable 
procedure 


Storekeepers 


60 


Daily 

Several times a 
week 


Minor decisions 


Administrators 


50 


Several times a 
month 

Several times a 
year 


Minor decisions 


Accountants 


0 






Department Heads 


40 


Several times a 
month 

Several times a 
year 


Select suitable 
procedure 


Supervisors 


20 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Workers 


0 


1 
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TABLE 6.7 



Area V-B. EVALUATE PRODUCTS OP POTENTIAL SUPPLIERS AND SELECT QUALIFIED 
POTENTIAL SUPPLIERS (17-17.6) 



r — 

Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


90 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Assistant P.A. 


90 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Storekeepers 


40 


Daily 

Several times a 
week 


Minor decisions 
Select suitable 
procedure 


Administrators 


40 


Several times a 
month 

Several times a 
year 


Minor decisions 


Accountants 


0 






Department Heads 


40 


Several times a 
month 

Several times a 
year 


Select suitable 
procedure 


Supervisors 
, 


20 


Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Workers 

D 


0 

. 







Summary 



Purchasing agents and assistant purchasing agents at most institutions fre- 
quently pre-determine sources of supply. Storekeepers in some institutions 
and department heads in departments for which purchasing is decentralized 
perform these tasks, but usually less frequently. Administrators pre- 
determine sources of supply at some institutions, probably usually at smaller 
institutions which do not have purchasing departments. Pre-determination of 
sources for traveling purchasing requisitions (16.5) is done by only a 
minority of purchasing agents and by very few administrators and using-depart- 
ment personnel. Most tasks in this area are considered by purchasing agents 
to involve no more than minor decisions, except for vendor selection and 
product evaluation to meet immediate needs (16.4), which may involve selection 
of suitable procedures. Department heads, however, consider most of the tasks 
to involve selection of suitable procedures . 

7. Area V-B. Evaluate Products Of Potential Suppliers And Select Qualified 
Potential Suppliers (17-17.6) 

Purchasing agents consider vendors with whom a supplier relationship already 
exists (17.3) and select qualified suppliers (17.6) with relatively greater 
frequencies than they consider reference materials (17.1), consult with 
others, (17.2, 17.4, 17.5) or evaluate products (17.21-17.23). 

Assistant purchasing agents perform the tasks in this area following a pattern 
similar to that of purchasing agents. 

Storekeepers at some institutions perform the tasks in this area following a 
pattern generally similar to that of purchasing agents, except that they 
usually do not consult with local professional organizations (17.5). 
Administrators at some institutions select qualified suppliers (17.6) several 
times a month or several times a year by considering reference material (17.1) 
and considering vendors with whom a supplier relationship already exists 
(17.3), but usually they do not evaluate products (17.21-17.23) or consult 
with other departments or organizations (17.4, 17.5). 

Accountants do not perform the tasks in this area. 

Department heads perform the tasks in this area several times a month or 
several times a year when purchasing for their departments is decentralized. 
Supervisors at a few institutions may occasionally perform the tasks in this 
area when purchasing for their departments is decentralized, but it appears 
to be more usual for activities in this area to be the responsibility of 
department heads. 

Workers do not perform the tasks in this area. 



Summary 

Evaluation of products and selection of suppliers is done on the average 
several times a month by purchasing agents and assistant purchasing agents, 
and by department heads in departments for which purchasing is decentralized. 
Storekeepers at some institutions perform these tasks. While administrators 
at a number of institutions select suppliers , they usually do not evaluate 
products. Performance requires at least minor decisions, and most of the 
tasks involve selection of suitable procedures. 



TABLE 6.8 



Area V-C. EVALUATE CAPABILITIES OF SELECTED POTENTIAL SUPPLIERS (18-18.5) 



Occupational 

Cateqory 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agent 


100 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Assistant P.A. 


90 


Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Storekeepers 


20 


Several times a 
year 


Routine procedure 
Minor decisions 


Administrators 


30 


Several times a 
year 


Routine procedure 
Minor decisions 


Accoimtants 


0 






Department Heads 


30 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Supervisors 


20 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Workers 


0 
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8. Ar©a V-C. Evaluate Capabilities Of Seleatecl Potential Suppliers ( 18-18 » 5) 

a gents evaluate at least some aspects of supplier capability, 
usually several times a month or several times a y©ar;i but they do not con- 
sistently evaluate all specific aspects, such as technical capability, 
financial capability, etc. (18.1-18,5). 

M.3igtant purchasing agents perform the tasks in this area, usually several 
times a month or several times a year. The percentages performing each 
specific task in the area (cf. Appendix P-1) suggest that assistant purchasing 
agents may be more consistent than purchasing agents in evaluating all or 
most specific aspects of capability. 

s tor e keepers at some institutions occasionally may perform some ©valuation of 
suppliers, but usually they do not make evaluations in terms of specific 
capabilities. 

_ ^.^i<nistrators at some institutions may evaluate suppliers several times a 
year, but do not consistently make evaluations in terms of specific capabili- 
ties. 

Accountants do not perform the tasks in this area. 

Depar tment heads evaluate suppliers, usually several times a month or several 
times a year, when purchasing for their departments is decentralised, but 
they do not consistently evaluate all specific aspects of capability. 

.^uper v isors at some institutions perform the tasks in this area several times 
a month or several times a year when purchasing for their departments is de- 
centralised; at other institutions responsibility for evaluation of suppliers 
may not extend below the level of department head. 

Workers do not perform the tasks in this area. 

Summary 

Evaluation of suppliers mainly is done by purchasing agents and assistant 
purchasing agents, but not at frequent intervals. Depjartment heads in 
departments for which purchasing is decentralised, and administrators at 
soma institutions, perform soma kinds of evaluations, but do not (^insistently 
evaluate all aspects of supplier capability. The tasks in this area generally 
involve selection of suitable procedures. 

9. Area V-D. Obtain Buying Information From Potential Suppliers (19-19.3) 

Purchasing agents perform the tasks in this area at least several times a 
year, and at some institutions more frequently. A large majority make use 
of both published price lists (19.1) and competitive bidding (19,2), and 
most negotiate prices (19.3) several times a year when the former procedures 
are impractical. Most also employ set criteria for use of competitive bidding 
(19.21-19.24). 

Assistant purchasing agents perform the tasks in this area several times a 
month or several times a year, following a pattern similar to that of purchas- 
ing agents, 

g_^ rekeepers at some institutions perform the tasks in this area, but they 
make use more frequently of published price lists (19.1) than of competitive 
bids (19.2) or negotiation (19,3). 

A^inistrators at some institutions perform the tasks in this area several 
times a year, but relatively few consistently employ set criteria for the 
use of competitive bidding ( 19 , 21 - 19 . 24 ) . 



TABLE 6.9 



Area V-D. OBTAIN BUYING INFORMATION FROM POTENTIAL SUPPLIERS (19-19.3) 



Ocaupationai 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Level of 
Tasks 


Purchasing Agents 


100 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Assistant P.A. 


90 


Several times a 
month 

Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Storekeepers 


20 


Several times a 
month 

Several times a 
year 


Minor decisions 


Administrators 


30 


Several times a 
month 

Several times a 
year 


Minor decisions 


Accountants 


0 






Department Heads 


40 


Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Supervisors 


30 


Several times a 
year 


Minor decisions 
Select suitable 
procedure 


Workers 


0 







O 

ERIC 

__lllllj^^ 



29 






Accountants do not perform the tasks in this area. 

Department heads perform the tasks in this area several times a year when 
purchasing for their departments is decentralised. Their pattern of task 
performance is more or less similar to that of purchasing agents. 

Supervisors obtain buying iniormation from published price lists (19.1) when 
purchasing for their departments is decentralized, but most do not use com- 
petitive bids (19.2) or negotiate prices (19.3), 

Workers- do not perform the tasks in this area. 

Summary 

Buying information is obtained by purchasing agents and assistant purchasing 
agents at relatively infrequent intervals. Storekeepers at some institutions 
obtain information from published price lists, but usually do not obtain bids 
or engage in price negotiations. Administrators at some institutions and 
department heads in departments for which purchasing is decentralized perform 
the tasks in this area at relatively infrequent intervals. Some supervisors 
obtain price information from published price lists, but when bids or negotia 
tions are employed by using departments they usually are the responsibility 
of department heads rather than supervisors. The tasks in this area are 
considered by purchasing agents and administrators to involve minor decisions 
but department heads tend to consider them as having a slightly higher level 
of difficulty. 

10. Area V-E. Complete Requisition (20-20.7) 

Purchasing agents perform the tasks in this area daily, with the exceptions 
of modifying the quantity of items ordered (20,3) and entering special 
specifications (20.6), which would not have to be done on all requisitions. 
Assistant purchasing agents perform the tasks in this area daily, following 
a pattern similar to that of purchasing agents. 

Storekeepers at some institutions perform the tasks in this area daily or 
several times a week, following a pattern similar to that of purchasing 
agents . 

Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads at some institutions perform the tasks in this area with 
varying frequencies when purchasing for their departments is decentralized. 
Relatively few, however, enter price and shipment specifications (20.5) or 
any special specifications (20.6) on the requisitions which they con\plete. 
Relatively few department heads forward the requisitions to the purchase 
order preparation desk (20.7), which suggests that most of the department 
heads who complete requisitions are ones who themselves prepare purchase 
orders . 

jupervisors at some institutions perform the tasks in this area with varying 
frequencies, following a pattern similar to that of department heads, when 
purchasing for their departments is decentralized. 

Workers do not perform the tasks in this area. 

Summary 

Ocm\pletion of requisitions is done mainly by purchasing agents and assistant 
purohasing agents, who perform the aotivities daily in most institutions. 
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TABLE 6.10 



Area V-E. COMPLETE EEQUISITION (20-20.7) 



Oacupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Level of 
Tasks 


Purchasing Agents 


80 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


90 


Daily 

Several times a 
week 


Routine procedure 
Minor decisions 


Storekeepers 


30 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


20 


Daily 

Several times a 
week 


Minor decisions 


Supervisors 


20 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Workers 


0 







At 8om® instd.tuti.ons irsc^^uis it 1 , 0 ns st® conipl@t©(3 by sto 3 r©!k©©p®rs. D©psrtm©nt 
hsads and sup©rvisors may complat® rsquisitions with varying frequ©nci©s 
wh©n purchasing for th©ir d©partm©nts is d®c©ntralij 2 ©d , but psrhaps only 
wh®n it is d©c®ntralis©d to such an ®xt©nt that purchas© ordars ar© pr®par©d 
by using—dspartmant p©rsonn©l* At som© institutions purchasing may b© 
partly d©c©ntralis©d for particular d©partm©nts^ but compl©tion of requisi- 
tions and preparation of purchas© orders still may b@ don© by the purchasing 
departments, Th© tasks in this area generally ar© considered by purchasing 
agents either to be routine or to involve minor decisions. Using-department 
personnel, however, consider all th© tasks to involve at least minor decisions. 

11. Area VI. Prepare Purchase Order (21-23) 

agents perform th© tasks in this area daily, although there are a 
few items (21.22, 21.24, 21.28, 21,29) which some agents do not enter on the 
order foanns. The majority of purchasing agents do not return the requisition 
to the buyer when the infomation on it is insufficient (21.1) , and those who 
do so usually do this no more frequently than several times a month. Possibly 
in most purchasing departments any insufficiencies in the requisitions are 
resolved before the stage of preparation of purchase orders is reached. 
Msi^tant purchasing agents perfom the tasks in this area daily, following a 
pattern that is similar to that of purchasing agents, except that relatively 
more assistant purchasing agents enter the expected date of delivery (21.24) 
and conditions or terms of purchase (21.29). 

Storekeepers at most institutions check requisitions for sufficiency of in- 
formation (21) daily, and may return requisitions to the buyers when the 
information is insufficient (21.1). They complete the preparation of purchase 
orders (21.2—23) , however, only at some of these institutions. 

Admin istrators at some institutions occasionally may check requisitions for 
sufficiency of information (21) , but they do not perform the other tasks in 
the area of purchase order preparation. 

Ac countan t s do not perform the tasks in this area. 

Department heads at some institutions perform the tasks in this area with 
varying frequencies when purchasing for their departments is decentralized; 
their task performance follows a pattern similar to that of purchasing agents. 
Supervisors at some institutions perform the tasks in this area with varying 
frequencies when purchasing for their departments is decentralized; their 
task performance follows a pattern similar to that of purchasing agents. 

Workers do not perform the tasks in this area. 

Summary 

Preparation of purchase orders is done mainly by purchasing agents and assist- 
ant purchasing agents, usually daily. At some institutions storekeepers 
prepar© purchase orders daily. Purchase orders also are prepared, but not 
always as frequently as daily, by department heads and supervisors in 
departments for which purchasing is decentralized. Most commonly these ar© 
pharmacy and dietary departments (cf. Table 5, page 13), although personnel 
in these departments do not prepare purchase orders at all institutions. 
Purchasing— department personnel consider the tasks either to be routine or 
to involve no more than minor decisions . Using-department personnel consider 
them to be somewhat more difficult, supervisors in particular judging many of 
the task elements to require selection of suitable procedures. 
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TABLE 6.11 



Area VI. PREPARE PURCHASE ORDER (21-23) 



^ 


Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Level of 
Tasks 


Purchasing Agents 


80 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


90 


Daily 


Routine procedure 
Minor decisions 


Storekeepers 


40 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


30 


Daily 

Several times a 
week 


Minor decisions 


Supervisors 


30 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Workers 

■ 


0 
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12. Ar©a VII. Check, and Expedite Open Purchase Orders (24-26) 



Purchasing agents check and expedite open purchase orders (24) usually daily 
or several times a week and check With the using department to determine the 
criticality of the shipments (25) when necessary. Most purchasing agents 
take appropriate measures to expedite delayed shipments (26) daily or several 
times a week. 

Assistant purchasing agents perform the tasks in this area following a pat- 
tern similar to that of purchasing agents. 

Storekeepers at some institutions perform the tasks in this but usually less 
frequently than purchasing agents do. 

Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads at some institutions perform the tasks in this area, usually 
several times a week or several times a month, when purchasing for their 
departments is decentralized. 

Supervisors at some institutions perform several times a year when purchasing 
for their departments is decentralized. All do not, however, take appropriate 
measures to expedite delayed shipments (26) ; probably a department head more 
often takes responsibility for this task when it becomes necessary. 

Workers do not perform the tasks in this area. 



Summary 

Purchasing agents and assistant purchasing agents frequently follow up and 
expedite open purchase orders; they consider the tasks to be either routine 
or to involve no more than minor decisions. Storekeepers at some institu- 
tions and using-department heads and supervisors in some departments for 
which purchasing is decentralized perform these tasks, but usually less 
frequently than purchasing agents. Using-department personnel consider that 
the tasks involve at least minor decisions and may require selection of 
suitable procedures. 

13. Area VIII-A. Receive And File Receiving Copies Of Purchase Orders (27-27.1) 

Purchasing agents at most institutions perform the tasks in this area daily; 
at some institutions receiving is done by a separate receiving department, 
in which case the purchasing agent does not perform these tasks. 

Assistant purchasing agents at some institutions receive copies of purchase 
orders (27) with varying frequencies, but most do not file them by name of 
vendor and order number (27.1). 

Storekeepers perform the tasks in this area daily. 

Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads at some institutions receive purchase orders (27) daily or 
several times a week when receiving for departments is decentralized. Most 
of those who receive purchase orders, however, do not file them by name of 
vendor and order number (27.1). 

Supervisors at some institutions receive purchase orders (27) with varying 
frequencies when receiving for their departments is decentralized, but all 
of those who receive purchase orders do not file them by name of vendor and 
order number. (27.1) 
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TABLE 6.12 



Area VII. CHECK AND EXPEDITE OPEN PURCHASE ORDERS (24-26) 





Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Level of 
Tasks 


Purchasing Agents 


90 


Daily 

Several times a 
week 


Routine procedure 
Minor decisions 


Assistant P.A. 


90 


Daily 

Several times a 
week 


Minor decisions 


Storekeepers 


50 


Daily 

Several times a 
week 


Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


30 


Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Supervisors 


20 


Several times a 
month 

Several times a 
year 


Minor decisions 


Workers 


0 







TABLE 6.13 



Area VIII-A RECEIVE AND PILE RECEIVING COPIES OP PURCHASE ORDERS (27-27.1) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Prequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


70 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


40 


Several times a 
week 

Several times a 
month 


Routine procedure 


Storekeepers 


80 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


30 


Daily 

Several times a 
week 


Minor decisions 


Supervisors 


20 


Several times a 
week 

Several times a 
month 


Minor decisions 


Workers 


30 


Daily 

Several times a 
I week 


Minor decisions 
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TABLE 6.14 



.Area VIII-B RECEIVE MATERIALS DELIVERED BY VENDORS (28-29.5) 



Occupational 

Cateqory 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Level of 
Tasks 


Purchasing Agents 


60 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


30 


Several times a 
week 

Several times a 
month 


Routine procedure 


Storekeepers 


80 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


20 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


20 


Several times a 
week 

Several times a 
month 


Minor decisions 


Workers 


0 







Workers at some institutions may perform the tasks in this area with varying 
frequencies when receiving for their departments is decentralized. 

Summary 

Receiving copies of purchase orders are received and filed daily by store- 
keepers at most institutions, and by purchasing agents at institutions 
where receiving is centralized as a function of the purchasing department. 

These tasks are performed with somewhat lower frequencies by using-department 
personnel when receiving for their departments is decentralized. Purchasing 
department personnel consider the tasks in this area to be routine; using- 
department personnel consider them to involve minor decisions. 

14. Area VIII-B. Receive Materials Delivered By Vendors (28-29.5) 

Purchasing agents at many institutions perform most of the tasks in this area 
daily; but at institutions where receiving is done by a separate receiving 
department, the purchasing agents do not perform these tasks. 2\bout half of 
those who perform the activities in this area participate in the work of un- 
loading containers from the carrier's Vehicle (29.2). 

Assistant purchasing agents at some institutions perform the tasks in this area 
usually only several times a week or several times a month. 

Storekeepers perform the tasks in this area daily. 

Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads at some institutions perform the tasks in this area several 
times a week or several times a month when receiving for their departments 
is decentralized. Relatively few department heads compare the receiving copy 
of the purchase order with the carrier's manifest (29.1); and relatively few 
participate in unloading of containers from the carrier's vehicle (29.2). 
Supervisors at some institutions perform the tasks in this area several times 
a week or several times a month when receiving for their departments is de- 
centralized. They compare the receiving copy of the purchase order with the 
carrier's manifest (29.1), but most do not participate in unloading of con- 
tainers from the carrier's vehicle (29.2). 

Workers do not perform the tasks in this area. 

Summary 

Shipments are received and checked daily by storekeepers at most institutions 
and by purchasing agents at institutions where receiving is centralized as a 
function of the purchasing department. These tasks are performed with varying 
frequencies by using-department heads and supervisors when receiving for 
their departments is decentralized. Storekeepers usually participate in the 
unloading of containers (29.2); other personnel usually do not. Most of the 
tasks in this area are routine, and none require anything more than minor 
decisions. 

15. Area VIII-C. Inspect Materials Delivered By Vendors (30-31) 

Purchasing agents perform the tasks in this area daily at institutions where 
they are not done by a separate receiving department. They process claims 
(30.31) several times a year, and may, when necessary, request assistance 















TABLE 6.15 

Area VIII-C INSPECT MATERIALS DELIVERED BY VENDORS (30-31) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Level of 
Tasks 


Purchasing Agents 


60 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


30 


Several times a 
week 

Several times a 
month 


Routine procedure 


Storekeepers 


80 


Daily 


Routine procedure 
Minor decisions 


Administrators 


30 


Several times a 
year 


Routine procedure 
Minor decisions 


Accountants 


0 






Department Heads 


40 


Daily 

Several times a 
week 


Routine procedure 
Minor decisions 


Supervisors 


30 


Several times a 
week 

Several times a 
month 


Minor decisions 


Workers 


30 


Several times a 
week 

Several times a 
month 1 


Routine procedure 
Minor decisions 
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Mmn, imiTO mmmuM to s'^oistoom om mmQ mBmmmm (32-33,2) 



Oaoiapational 


Paroantagas 

Parforming 

Tas.ks 


Modal Fre^anoias 
qS 

Parfomanoa 


Difficulty 
Lavala of 
Tasks 


fxufohayiing Ag«nts 


60 


Daily 


loutina prooedura 
Minor decisions 


Assistant P.A, 


30 


iavaral timas a 
weak 

Savarai times a 
month 


Routine prooedur© 
Minor decisions 


itorakespars 


80 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Acoo’intants 


0 






Department Heads 


20 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


20 


Several times a 
week 

Several times a 
month 


Minor decisions 


Workers 


0 
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from requisitioning department* C30.411) to verify that correct item* have 
been shipped. 

Militant purchasing agent* at some institution* perform the task* in thi* 
area, but on the average less frequently than purchasing agent* do. 

Storekeeper* perform the tasks in thi* area daily, following a pattern 
similar to that of purchasing agent*. 

Administrator* uiually do not perform moat of the task* in this area, but at 
some institutions they process claims (30,31). 

Accountants do not perform the tasks in this area. 

Department heads perform the tasks in this area with varying frequencies 
when receiving for their departments is decentralised. At. seme institutions 
where most of the receiving functions are centralised, department heads may 
unpack materials (30, 30.1), check their condition (30.3), and verify that 
correct items and quantities have been shipped (30.41, 30.42) without 
necessarily performing the other tasks in this area. Processing of claims 
(30.31) and ccmpleting and routing of receiving reports (31) in particular 
probably are done only by the heads of departments for which purchasing and 
receiving are decentralised. 

Supervisors perform the tasks in this area with varying frequencies when 
receiving for their departments is decentralized. Their pattern of task 
performance tends to be similar to that of depar'tment heads. 

Workers at some institutions may unpack and check materials (30, 30.3, 30.4, 

30,41) , but usually they do not. perform most of the tasks in this area. 

Summary 

Materials are unpacked and inspected daily by storekeepers at most institu- 
tions , and by purchasing agents at institutions where receiving is centralized 
as a function of the purchasing department. Using-department heads and , 

supervisors perform these tasks with varying frequencies when receiving for | 

their departments is decentralized; they may, at some institutions, perform j 

some of the tasks in this area when receiving for their departments is j 

centralized. While administrators usually do not participate in unpacking 
and inspecting materials, at some institutions they take responsibility for 
processing claims (30.31). The tasks in this area generally are considered I 

by purchasing agents to be routine, although storekeepers consider processing 
of claims (30.31) to involve minor decisions. Using-department personnel . 

tend to rate the tasks as a little more difficult; supervisors in particular I 

consider many of the tasks to involve minor decisions. I 

16. Area VIII-D. Deliver Materials To Storeroom Or Using Departments (32-33.2) | 



Purchasing agents perform the tasks in this area daily at institutions where 
the activities are not done by a separate receiving department. All of those 
who make deliveries of materials (32) , however, do not follow the practice of 
obtaining the recipient's signature to verify delivery (32.1). Some purchas- 
ing agents leave verification of services to the requisitioning department 
(33.1) rather than performing this task themselves (33). 

Assistant purchasing agents at some institutions deliver materials (32) but 
usually do not perform the other tasks in this area. 
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Ar«a IX-A. 



igTuia? MimmuM to -mmom (34-34.9) 



Ooo\ 3 patiQnal 

catag^Qry 


Percentages 

Performing 

Tasks 


Modal Freguencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purahasing Agents 


80 


Several times a 
month 

Several times a 
year 


Routine procedure 
Mi.nor decisions 


Assistant P.A. 


50 


Several times a 
year 


Routine procedure 
Minor decisions 


Storekeepers 


70 


Several times a 
month 

Several times a 
year 


Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


20 


Several times a 
month 

Several times a 
year 


Routine procedure 
Minor decisions 


Supervisors 


10 


Several times a 
month 

Several times a 
year 


Minor decisions 


Workers 


0 
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itojgtks»p<:g« dtliv«x mat«rlals C32/ 32 «1) daily; soma, but not all of tboaa 
v&o dalivar matariali, vari^ lajfvioaa and jfouta raoalvlng documant* 

(33-33.2). 

Mainiatratora uaually do not parfosm tha taaka in thia araa, although aoma 
may oooaaionally varify aarvioaa radaivad (33) . 

^ooountanta do not parfom the taaka in thia area. 

Da part mant haada perform tha taaka in thia area aavaral timaa a weak or 
aavaral tmaa a month vdian racaiving for their dapartmanta is dacantraliaad . 
iuparviaora perform tha tasks in thia area aavaral times a weak or several 
times a month when reoeiving for their departments is daoentralisad. 

Workers do not perform the tasks in this area. 

gummary 

Materials are delivered to storeroons or using-departments daily by store- 
keepers at most institutions and by purchasing agents at institutions where 
receiving is centralised as a function of the purchasing department. Using- 
department heads and supervisors perform these tasks with varying frequencies 
when receiving for their departments is decentralised. Most personnel con- 
sider these activities to involve minor decisions, although purchasing agents 
consider that delivery of materials and verification of services (32, 32.1,33) 
are only routine, 

17. Area IX-A. Re :urn Materials To Vendor i (34-34.9) 



Purchasing agents perform the tasks in this area several times a month or 
several times a year. At institutions which have a separate receiving 
department, however, the receiving department may handle the routing of 
documents and the shipping of materials (34.41 - 34.9) , and the activities 
of the purchasing agent may be confined mainly to determining the disposition 
of materials and preparing covering documents (34-34.4). 

Assistant purchasing agents at most institutions perform at least some of the 
tasks in this area; their pattern of task performance tends to be similar to 
that of purchasing agents, except that relatively more assistant purchasing 
agents perform the tasks of advising using departments of steps to be taken 
(34,5) and holding or routing materials to shipping (34.51, 34.52). 
Storekeepers at most institutions perform the tasks in this area several times 
a month or several times a year. 

Administrators do not perform the tasks in this area. 

Accountants do not perfom the tasks in this area. 

Department heads at some institutions notify purchasing of materials to be re- 
turned (34,34.1), but relatively few participate further in arranging the 
ret^orn of the materials (34.2 - 34.8). 

Supervisors at some institutions may notify purchasing of materials to be 
returned (34, 34.1), but relatively few participate further in arranging the 
return of the materials (34.2 - 34.8). 

Workers do not perform the tasks in this area. 

, / 

Summary 



The retxirn of materials to vendors, usually no more frequently than several 
times a month, usually is handled by purchasing-dep«u:tment personnel. The 
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Ar«a IX-l. Piociig OTHSE OOTQOING iHlPMlOTS (35-35,8) 
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Oooupatiojaal 

Catagoxv 


Peroantages 

Performing 

Tasks 


Modal Fraguenoies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


PTiTGhaslng Agents 


50 


Several times a 
week 

Several times a 
month 


Minor decisions 


Assistant P.A. 


30 


Several times a 
week 

Several times a 
month 


Minor decisions 


Storeksepexs 


60 


Several times a 
month 

Several times a 
year 


Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


0 






Supervisors 


10 


Several times a 
year 


Minor decisions 


Workers 


0 
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taaka in this arsa ars psrformsd by purchasing agants and by storahaepars at 
most Institutions. Ealativaly £m using-dapartmant parsonnal# avan in 
dapartmants for which purohasing and/or raoaiving may ba daoantralisad , par- 
form thasa tasks. Tha tasks gaiaarally ara eithar routina or raquira no mora 
than minor dacisiona. 

18. Araa IX«1 Prooass Othar Outgoing Shipmants C35-3S.8) 

Purchasing agants parform tha tasks in this area# usually several times a 
month or several times a year, at institutions where they are not performed 
by a separata raoaiving department. 

assistant pueohasing agents usually do not perform the tasks in this araa. 

At soma institutions# however# they may determine appropriate handling of 
shipments (35.2)# prepare oovaring documents (35.3)# and notify using 
departments of steps to take (35.4). 

gtorekeepers at many institutions perform most of the tasks in this area 
several times a month or several times a year. 

Administrators do not parform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads do not perform 'the tasks in this area? they may notify 
purchasing of goods to be shipped (35.1) # but usually they do not partici- 
pate further in the preparation of shipments. 

Supervisors do not perform the tasks in this area. 

Workers do not perform the tasks in this area. 

Summary 



Processing of other outgoing shipments, like the ret'urn of materials to 
vendors (Area XVII )^ is done by purchasing agents and storekeepers at infre 
quent intervals. Very few using-department personnel ever participate in 
the activities in this area. The tasks involve minor decisions. 



19. Area X-A. Fill Storeroom Stock Requisitions (36-36.5) 

Purchasing agents at many institutions perform the tasks in this area daily. 
All of those who fill stock requisitions and deliver materials to users, 
however, do not follow the practice of obtaining the recipient's signature 
for deliveries (36.41) . 

Assistant purchasing agents at some institutions perform the tasks in this 
area daily or several times a week. 

Storekeepers perform the tasks in this area daily. Like purchasing agents, 
however, some do not obtain the recipient's signature for deliveries (36.41). 
Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Depar'tment heads may perform the tasks in this area daily or several times a 
week when storeroom facilities for their departments are decentralized. 
Supervisors may perform the tasks in this area daily or several times a week 
when storeroom facilities for their departments are decentralized . 

Workers do not perform these tasks. 

Summary 

Storekeepers perform the tasks in this area daily. At many i'ustitutions , 
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TABLE 6.19 
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Area X-A, PILL STOREROOM STOCK REQUISITIONS (36-36.5) 



Oeoupatioual 

Catecrorv 


Percentages 

Perfoirming 

Tasks 


Modal Freguencies 
of 

Perfonaance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


60 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


30 


Several times a 
week 


Routine procedure 


Storekeepers 


100 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


20 


Daily 

Several times a 
week 


Routine procedure 
Minor decisions 


Supervisors 


10 


Daily 

Several times a 
week 


Minor decisions 
Select suitable 
procedure 


Workers 


0 
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TABLE 6.20 
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AX© a X-B. SERVICE STOREROOM RERLACEB®JT CARTS (37-37,4) 



Ocovpational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


60 


Daily 


Minor decisions 
Select suitable 
procedure 


Assistant P.A. 


0 






Storekeepers 


40 


Daily 

Several times a 
week 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


10 


Several times a 
week 


Routine procedure 
Minor decisions 


Supervisors 


10 


Several times a 
week 


Minor decisions 


Workers 


0 









how®v©r, central storerooms apparently are under the direct management of the 
purchasing agents, who fill requisitions and make deliveries of materials 
daily . Usi,ng“*department heads and supervisors may perform these tasks as 
often as daily when storeroom facilities for their departments are decentral- 
ised. The tasks in this area are considered by most personnel either to 
be routine or to require only minor decisions. 

20. Area X-B. Service Storeroom Replacement Carts 

Purchasing Agents usually do not handle the replacement carts (37.1, 27.3) , 
but do prepare requisitions daily or several times a week to charge depart- 
ments for what has been used (37.2), and route the requisitions to inventory 
control (37.4) if inventory control is not a function of the purchasing 
department . 

Assistant purchasing agents do not perform the tasks in this area. 

■^■^ptekeepers at some institutions perform the tasks in this area daily or 
several times a week. 

Administrators do not perform tasks in this area. 

Accountants do not perform the tasks in this area. i 

Department heads usually do not perform the tasks in this area, but at a few 

institutions they may do so daily or several times a week when storeroom 

facilities for their departments are decentralized. 

Supervisors usually do not perform the tasks in this area, but at a few 

institutions they may do so daily or several times a week when storeroom 

facilities for their departments are decentralized. 

Workers do not perform the tasks in this area. 

Summary 

Servicing of replacement carts, where they are used, probably is done mainly 
by storekeepers. Preparation and routing of requisitions to charge depart- 
ments for items used (37.2, 37.4) is done daily or several times a week by 
purchasing agents, and by storekeepers at some institutions. Department 
heads and supervisors at a few institutions perform these tasks. The tasks 
either are routine or require only minor decisions. 

21. Area XI-A Process Storeroom Stock Receiving Reports (38-39.3) 

Purchasing agents at many institutions perform the tasks in this area daily. I 

Assistant purchasing agents at some institutions perform the tasks in this I 

area several times a week. I 

Storekeepers at most institutions perform the task.s in this area daily. I 

Administrators do not perform the tasks in this area. ■ 

Accountants do not perform the tasks in this area. m 

Department heads at few institutions perform the tasks in this area daily or 
several times a week, but usually do not forward receiving reports to B 

purchasing (39.3). I 

Supervisors at few institutions perform the tasks in this area daily or I 

several times a week. fl 

Workers at some institutions perform the tasks in this area several times B 

a week or several times a month, but do not forward receiving reports to 
purchasing (39.3). 
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TABLE 6.21 



Area XI-A PROCESS STOREROOM STOCK RECEIVING REPORTS (38-39.3) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


60 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


40 


Several times a 
week 


Routine procedure 
Minor decisions 


Storekeepers 


70 


Daily 


Routine procedure 
Minor decisions 


Administrators 


0 






Accountants 


0 






Department Heads 


10 


Daily 

Several times a 
week 


Routine procedure 
Minor decisions 


Supeirvisors 


10 


Several times a 
week 


Routine procedure 
Minor decisions 


Workers 

. 


30 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 




Summary 



Processing of storeroom stock receiving reports is done dally by storekeepers, 
and by purchasing agents at those institutions where the storerooms are 
under their direct management. Only small percentages of using-department 
heads and supervisors perform these tasks. The tasks either are routine or 
require only minor decisions. 

22. Area XI-B. Process Storeroom Stock Requisitions (40-40.4) 



Purchasing agents at many institutions perform the tasks in this area daily . 
Assistant purchasing agents at some institutions bring the balance of charges 
up to date (40.3), but usually do not enter information into the system 
(40.1, 40.2) or forward requisitions to the accounting department (40.4). 
Storekeepers at most institutions perform the tasks in this area daily. 
Administrators do not perform the tasks in this area. 

Accountants do not perform the tasks in this area. 

Department heads at a few institutions perform the tasks in this area several 
times a week or several times a month. 

Supervisors at a few institutions perform the tasks in this area, usually 
several times a week. 

Workers do not perform the tasks in this area. 



Summary 

Storeroom stock requisitions are processed daily by storekeepers and by 
purchasing agents at institutions where the storerooms are under their direct 
management. The processing of requisitions for inventory control is done by 
relatively few using-department heads or supervisors, even when storeroom 
facilities for their departments are decentralized. The tasks either are 
routine or require only minor decisions. 







23. Area XII-A. Receive Vendor Invoices And Collate Them With Other 

Documents (41-41.513) 

Purchasing agents at most institutions perform the tasks in this area daily . 
Assistant purchasing agents at some institutions receive documents (41-41,3) 
daily or several times a week, but collate them and take steps to locate 
missing documents (41.4-41.513) less frequently. 

Storekeepers at a few institutions perform the tasks in this area daily. 
Administrators at some institutions receive invoices (41.2, 41.3) daily or 
several times a week, but they usually do not receive copies of the issued 
purchase orders (41,1) or collate the documents (41.4-41.513). 

Accountants receive and collate documents (41-41.4) daily; they may need to 
take steps regarding missing documents (41.51-41.513) only several times a 
month . 

Department heads at a few institutions perform the tasks in this area with 
varying frequencies when accounting for their departments is decentralized. 
Some department heads may receive vendors' invoices (41.2) without collating 
them with other documents (41.4-41.513). 

Supervisors at a few institutions perform the tasks in this «irea with varying 
frequencies when accounting for their departments is decentralized. Some may 
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TABLE 6.22 



Area XI-B PROCESS STOREROOM STOCK REQUISITIONS (40-40.4) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


f= 

Difficulty 
Levels of 
Tasks 


Purchasing Agents 


60 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


30 


Several times a 
week 


Routine procedure 
Minor decisions 


Storekeepers 


60 


Daily 


Routine procedure 


Admini s t r a tor s 


0 






Accountants 


0 


j 




Departraent Heads 


10 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


10 


Several times a 
week 


Minor decisions 


Workers 


0 
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TABLE 6.23 



Area XII-A. RECEIVE VENDOR INVOICES AND COLLATE THEM WITH OTHER DOCUMENTS 
(41-41.513) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


70 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


30 


Several times a 
week 


Routine procedure 
Minor decisions 


Storekeepers 


20 


Daily 


Routine procedure 
Minor decisions 


Administrators 


1 50 


Daily 

Several times a 
week 


Routine procedure 


Accountants 


70 


Daily 


Routine procedure 
Minor decisions 


Department Heads 


10 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


10 


Several times a 
week 


Minor decisions 


Workers 


0 
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r©c©iv© purchas© order© (41.1) and/or vendors’ invoices (41.2) without col- 
lating them with other documents (41.4-41.513) . 

Workers do not perform th© tasks in this area. 



Summary 

Collation of vendor invoices with other documents usually is done daily by 
purchasing agents and accountants, although, at a few institutions the 
activities in this area may be performed by storekeepers. While administra- 
tors and using-department heads and supervisors at some institutions may 
receive invoices, they usually do not perform most of the tasks involved in 
collating them. Tasks involving the receipt of documents (41.1-41.3) are 
considered by most personnel to be routing, and those involving collation of 
documents (41.4-41.513) to require minor decisions. 

24. Area XII-B. Check Invoices Against Purchase Orders And Receiving Reports, 

And Process Invoices For Payment (42-46.3) 

Purchasing agents check invoices (42-42.5) and process them for pa 3 ^ment 
(46, 46.1) daily; most, but not all, also approve them for payment (46.2, 
46,3). They notify accounts payable of proper action after resolution of 
discrepancies (43) , and forward corrected documents to accounts payable (45) ; 
they notify inventory control of corrections to be made (44.1, 44.11) if 
inventory control is not a function performed by the purchasing agent himself. 
Assistant purchasing agents at some institutions may check vendor invoices 
(42-42.4) several times a week, but usually do not process and approve them 
for payment (46-46.3). 

Storekeepers at a few institutions perform the tasks in this area daily or 
several times a week. Those storekeepers who check invoices also process 
and approve them for payment. 

Administrators at some institutions perform most of the tasks in this area, 
several times a week. Some may refer to purchasing for resolution of dis- 
crepancies (43) ; others do not. They may notify accounts payable (44) , but 
not inventory control (44.1, 44.11), of action to be taken after resolution 
of discrepancies. 

Accountants check (42-42.5) and review (46,46.1) invoices daily, but usually 
do not approve them for payment (46.2). They usually refer discrepancies to 
purchasing (43) several times a month or several times a year. 

Department heads at some institutions check invoices (42-42.5) several times 
a week or seV’eral times a month, and most, but not all, of those who do so 
also process and approve invoices for payment (46-46.2). Some of these 
department heads refer discrepancies to purchasing (43) , but they do not 
notify inventory control of corrections to be made (44.1, 44.11). 

Supervisors at some institutions check invoices (42-42.5) several times a 
week or several times a month; a few also process and approve invoices for 
payment (46-46.2). 

Workers do not perform the tasks in this area. 

Summary 

Final processing of invoices for payment is done daily by purchasing agents 
and accountants, and at some institutions by administrators. At a few 
institutions these tasks are performed by storekeepers. Some using- 
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TABLE 6.24 



Area XII-B. CHECK INVOICES AGAINST PURCHASE ORDERS AND RECEIVING REPORTS, 
AND PROCESS INVOICES FOR PAYMENT (42-46.3) 





Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


mum 

- . — H 

Difficulty 
Levels of 
Tasks 


Purchasing Agents 


80 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


30 


Several times a 
week 


Routine procedure 
Minor decisions 


Storekeepers 


20 


Daily 

Several times a 
week 


Routine procedure 


Admini s t r ato r s 


50 


Several times a 
week 


Routine procedure 
Minor decisions 


Accoimtants 


70 


Daily 


Minor decisions 
Select suitable 
procedure 


Department Heads 


20 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


1 20 


Several times a 
week 

Several times a 
month 


Minor decisions 
Select suitable 
procedure 


Workers 


0 
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TABLE 6.25 



Area XIII. MAINTAIN COMPLETE PURCHASING RECORDS (47-47.45) 



Occupational 

Category 


Percentages 

Performing 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


70 


Daily 


Routine procedure 
Minor decisions 


Assistant P.A. 


60 


Daily 


Routine procedure 
Minor decisions 


Storekeepers 


20 


Daily 




Administrators 


30 


Several times a 
year 


Routine procedure 
Minor decisions 


Accountants 


0 






Department Heads 


10 


Several times a 
week 

Several times a 
month 


Routine procedure 
Minor decisions 


Supervisors 


20 


Several times a 
week 

Several times a 
month 


Minor decisions 


Workers 


0 
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d©.paxtm©nt heads and supeirvisors check, invoxces a^^'i.nst purchase orders and 
receiving reports# a,nd some of these complete the processing of invoices#^ 
while others apparently forward them to the purchasing departments or admin- 
istrators for final processing. Checking invoices and resolving discrepancies 
(42-44.11) are considered by most personnel to involve minor decisions; final 
review and approval (45-46.3) are considered by administrators to be only 
routine, but by accountants to involve selection of procedures. 



25. Area XIII. Maintain Complete Purchasing Records (47-47.45) 

Purchasing agents maintain files on purchasing transactions (47-47,34) and 
correspondence (47.41) daily, and on vendor catalogues (47.45) daily or 
several times a week. Some, but not all, also maintain files on market 
surveys (47.42), budget data (47.43) and special projects (47.44) several 
times a year. Some employ a log book in which information is entered by 
purchase order nximbers (47.3); others do not. 

Assistant purchasing agents at most institutions perform at least some of the 
tasks in this area. Most, however, do not perform all tasks in the area. 
Storekeepers at a few institutions maintain some files on purchasing trans- 
actions, but do not perform all the tasks in this area. 

Administrators usually do not perform most of the tasks in this area, al- 
though a few maintain files several times a year on some matters related to 
purchasing (47.4-47.45). 

Accountants do not perform the tasks in this area. 

Department heads at a few institutions perform the tasks in this area with 
varying frequencies when purchasing for their departments is decentralized 
Some may maintain files on matters related to purchasing (47.4-47.45) without 
maintaining files on all individual transactions (47-47.34). 

Supervisors at a few institutions perform the tasks in this area with varying 
frequencies when purchasing for their departments is decentralized. 

Workers do not perform the tasks in this area. 

Summary 

Complete purchasing records are maintained daily by purchasing agents and 
assistant purchasing agents. At a few institutions, storekeepers and 
administrators may maintain some records on matters related to purchasing. 

Some using -department heads and supervisors maintain purchasing records 
when purchasing for their departments is decentralized. The tasks in this 
area either are routine or require only minor decisions. 

26. Area XIV. Dispose of Surplus Materials (48-53) 

Purchasing agents at most institutions dispose of surplus materials several 
times a year. Only about half of these, however, follow special procedures 
for the disposal of hazardous materials (51.1). 

Assistant purchasing agents at some institutions perform the tasks in this 
area several times a year. 

Storekeepers at some institutions perform the tasks in this area several times 
a year. 

Administrators at some institutions perform some of the tasks in this area 
several times a year. 
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TABLE 6.26 



Area XIV DISPOSE OF SURPLUS MATERIALS (48-53) 



— 

Occupational 

Category 


Percentages 

Perfoming 

Tasks 


Modal Frequencies 
of 

Performance 


Difficulty 
Levels of 
Tasks 


Purchasing Agents 


60 


Several times 
a year 


Minor decisions 


Assistant P„ A. 


30 


Several times 
a year 


Routine procedure 
Minor decisions 


Storekeepers 


20 


Several times 
a year 


Routine procedure 
Minor decisions 


Administrators 


30 


Several times 
a year 


Minor decisions 


Accountants 


0 






Department Heads 


20 


Several times 
a year 


Routine procedure 
Minor decisions 


Supervisors 


10 


Several times 
a month 
Several times 
a year 


Minor decisions 


Workers 


0 
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Accountants do not perform the tasks in this area. 

Department heads at some institutions determine the disposition of surplus 
materials and carry out the disposal (.48-51.1), but relatively few. of these 
complete the financial arrangements C52.1, 52.2) and authorize the release 
of the materials C52.3). 

Supervisors usually do not perform the tasks in this area. 

Workers do not perform the tasks in this area. 

Summary 

The tasks involved in disposal of surplus materials are performed several 
times a year, usually by purchasing agents but at a few institutions by 
storekeepers or by administrators. At a few institutions, using-department 
heads perform some of these tasks, but usually leave completion of financial 
arrangements and authorization of the release of materials to higher 
authority. The tasks in this area generally involve minor decisions. 
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IV. 



DISCUSSION 



The survey questionnaire results indicate that almost all hospitals have 
purchasing departments and some degree of centralization of purchasing. 

It is usual, however, for pharmacy and dietary department heads to do much 
of the purchasing for their departments even where purchasing for other 
using departments is done by a purchasing department. The purchasing 
department at smaller institutions often, but not always, consists of only 
a purchasing agent who performs some functions which at larger institutions 
may be perfonned by lower level personnel within the purchasing department. 
At Extended Care Facilities, which usually do not have purchasing depart- 
ments, some purchasing functions may be performed centrally by adminis- 
trators and others by using “department personnel. 

There seems to be no generally consistent division of responsibility for 
different functions in the purchasing area between purchasing-department 
personnel and using-department personnel. In many areas of activity, 
task performance appears to be determined more by specific institutional 
and/or departmental requirements than by the occupational classifications 
of the personnel who carry out the .activities . 



It is possible to distinguish some areas of activity in which nearly all 
storekeepers are involved, and certain areas related to accounting in 
which most accountants are involved. Most of the activities in these 
areas, however, also are performed by some using-department heads and 
supervisors. The latter, when they are responsible for purchasing, tend 
to perform many of the same activities as purchasing agents. 

The supervision and difficulty data obtained from the survey provide rela- 
tively little information of value for curriculum construction. There 
were no evident distinctions between occupational categories concerning 
extent to which personnel tended to be supervised in the performance of 
their tasks. In general, it can be said that all purchasing functions 
are perfomed with little or no direct supervision from higher authorities, 
no matter who performs them at particular institutions . The majority of 
tasks are regarded by those who perform them as either routine or requiring 
only minor decisions, and are not judged to require anything more difficult 
than the selection of suitable procedures. Even in those few areas in 
which a substantial number of tasks involve the selection of suitable 
procedures, this level of difficulty would seem not so high as to make the 
tasks inappropriate for performance by any of the occupational categories, 
except perhaps workers. 

Considerable qualifications of the survey results are requirf=>d if they are 
to determine specific tasks for inclusion in a given instructional unit. 
From an examiration of Appendix F, it can be seen that in most areas there 
are variations in the percentages of personnel performing the individual 
tasks. In several areas such variations for some occupational categories 
are rather large. Many tasks which are performed by relatively few res- 
pondents in an occupational category, however, are complementary to other 
tasks performed by higher percentages of respondents; often it is difficult 
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to see any reason why some respondents should not perform all related 
tasks. It may be necessary to make a distinction between tasks performed 
and tasks that ought to be performed. The survey can provide information 
only about the former, but it is important that the latter should not be 
excluded from an instructional unit on no other evidence than performance 
by relatively low numbers of personnel. Frequencies of performance of 
tasks also are not very meaningful without consideration of the nature of 
the tasks. Some tasks may be essential but their performance is required 
only at infrequent intervals. 

The trends in task performance for what appear to be the major occupational 
groupings are discussed below. 

Purchasing agent, assistant purchasing agent, (and storekeeper) 

It would appear from the results of this survey that the job of an assis- 
tant purchasing agent is very similar to that of a purchasing agent. 
Although in a subordinate position, an assistant purchasing agent seems 
usually to carry out most of the same activities as a purchasing agent. 
There are no general functions and few if any specific tasks that either 
are performed only by purchasing agents and not by assistant purchasing 
agents or are always delegated to assistant purchasing agents rather than 
being performed by purchasing agents. ’/Thile some task performance differ- 
ences between purchasing agents and assistant purchasing agents appear in 
the survey results, these may be more indicative of differences between 
larger and smaller purchasing departments than of functional differences 
between the jobs of purchasing agent and assistant purchasing agent. At 
some institutions purchasing agents are assisted by a staff; at others 
they have no staff. When a purchasing department is large enough to in- 
clude an assistant purchasing agent, it is likely also to include other 
lower level personnel who may perform some of the tasks which in smaller 
departments are performed by the purchasing agent. Five of the seven 
assistant purchasing agent respondents in this survey were in departments 
vihose personnel included secretaries and/or clerks, it is possible, 
therefore, that the observed percentages and/or frequencies of performance 
of some tasks are higher for purchasing agents than for assistant purchasing 
agents because relatively more purchasing agents work without secretarial 
or clerical assistance. 

At most institutions, the activities of a storekeeper tend to be limited 
to areas concerned with receiving and storage. A few storekeepers, how- 
ever, have much more extensive responsibilities in the field of purchasing, 
and occupy a position that is virtually equivalent to that of a purchasing 
agent. The activities of these individuals, together with assistant pur- 
chasing agents, can best be described in terms of the functions performed 
by purchasing agents. 

The basic core of a purchasing agent's job consists of completing the 
processing of requisitions, evaluating products and suppliers, and prepar- 
ing purchase orders ( areas IV-VII) . These functions are performed with 
high frequencies by almost all purchasing agents, assistant purchasing 
agents, and storekeepers who act as purchasing agents. Most, but hot all, 
purchasing agents, maintain complete purchasing records [area XIII) eind 



dispose of surplus materials (area XIV) . The determination of needs and 
preparation of requisitions (areas I-III) are functions which purchasing 
agents may perform for their own departments as users of supplies (e.g., 
stationery, office equipment) . Purchasing agents also may participate 
with administrators and using-department personnel in determining needs 
for other departments. 

Receiving (areas VIII-IX) , storage (areas X-XI) and processing of invoices 
(areas XII) are areas in which many purchasing agents either exercise 
some general supervision or themselves perform the activities. At some 
institutions, one or another of these functions may be performed by other 
personnel, but at others they may be part of a purchasing agent's duties, 
particularly at institutions where purchasing is a one-man operation. 
Relatively fewer assistant purchasing agents perform these functions, since 
institutions at which the position of assistant purchasing agent exists 
are more apt to have separate departments or divisions whose personnel 
perform them. 

Storekeeper 



The activities of a storekeeper, unless his position really is more that 
of a purchasing agent than simply a storekeeper, usually are confined to 
receiving and storage functions (areas VIII-XI) . Storekeepers typically 
receive, inrspect and deliver materials (area VIII) , fill stock requisitions 
(area X-A) , and process receiving reports and stock requisitions (area XI) 
daily. Most storekeepers also handle the return of materials to vendors 
(area IX-A) and process other outgoing shipments (area IX-B) , but at 
relatively infrequent intervals. At institutions where storeroom replace- 
ment carts are used, their servicing (area X-B) may be one of the respon- 
sibilities of the storekeeper. 

Outside those areas directly concerned with receiving and storage, store- 
keepers may do some editing of requisitions submitted by using departments 
(area IV) and may determine sources of supply among current suppliers 
(area V-A) . Other purchasing functions generally are not performed by 
storekeepers. 

Administrator 



At some smaller institutions, administrators may carry out some purchasing 
activities, but they do not perform all, or even most, of the functions 
which typically are perfomed by a purchasing agent. The activities of 
an administrator at most larger institutions probably are confined mainly 
to determining overall institutional needs (area I) . The majority of the 
respondents perform this function, but they tend to do so less frequently 
than other personnel, which may indicate that they participate mainly at 
more advanced stages of planning. 

Most of the administrators in the respondent sample were at small hospitals 
and Extended Care Facilities (cf . Table 1, page 5 ) , and the survey results, 
therefore , are mainly descriptive of performance by administrators at the 
kinds of institutions which are most numerous and at which administrators 
are most likely to be involved in purchasing. The principal functions 
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which administrators at thes© institutions perform ar© determining needs 
(area I ) , reviewing requisitions prepared by users (area III) , giving 
final approval to requisitions (area IV) , and processing of vendor invoices 
after purchasing transactions have been completed (area XII) . $ome admin- 
istrators also may evaluate and select suppliers (area V), inspect materials 
delivered by vendors (area VIII~C) * maintain purchasing records (area 
XIII) , and dispose of surplus materials (area XIV) . Except for the last, 
however, they tend to perform thesvB functions much less frequently than 
a purchasing agent would do. Those who participate most extensively in 
purchasing activities are the administrators at Eijctended Car© Facilities, 
which typically do not have any other centralized purchasing agency. 

Even at institutions where administrators act as their own purchasing 
agents, however, many functions that normally would be performed by a 
purchasing agent apparently are left to using -department personnel to 
perform. 

Accountants 



The only purchasing function regularly performed by accountants is the 
final processing of vendor invoices (area Xll) . They usually do not, 
however, have authority to approve the invoices for payment. Accountants 
also may occasionally participate in determination of needs and budget 
preparation (area I) , but typically they do not perform any other functions 
related to purchasing. 

Using department head, supervisor, worker 

The extent to which using-department personnel participate in purchasing 
activities varies with the kind of department. Purchasing for pharmacy 
and dietary departments tends to be decentralized at most institutions, 
regardless of an institution's size or the size of its purchasing 
department:. Purchasing for other departments tends to be centralized, 
except perhaps at some small institutions that do not have purchasing 
departments . 

Most department heads and supervisors, but not workers, determine depart- 
mental needs (area I) , and using-department personnel at all levels pre- 
pare requisitions (area II) . Some department heads and supervisors also 
review requisitions (area III) . Personnel in departments for which pur- 
chasing is centralized usually do not perform any further purchasing 
functions. In departments for which purchasing is decentralized, however, 
department heads and supervisors may carry out more or less the same 
activities as purchasing agents, although less frequently since they are 
serving the needs of only a single department. Non-supervisory workers, 
on the other hand, usually have little to do with purchasing functions 
apart from the preparation of requisitions. 



The functions which comprise the core of a purchasing agent's job (area 
IV-VII) are performed by approximately 30-40% of department head respon- 
dents and 20-30% of supervisor respondents, most of whom are in pharmacy 
or dietary departments. Except for the inspection of materials delivered 
by vendors (area VIII-C) , smaller percentages perform functions in the 
areas of receiving (areas VIIl-lX) , storage (areas X-XI) , and processing 
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of invoices (area XII) . Departments may be served by central facilities 
in one or more of these areas even .when other purchasing functions are 
decentralized . 
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V. RECOMMENDATIONS AND CONCLUSIONS 



The survey results suggest that certain approaches to curriculum development 
would be inappropriate. While almost all hospitals have purchasing depart- 
ments and some degree of centralization of purchasing, pharmacy and dietary 
department heads often perform many purchasing functions for their departments. 
In some smaller hospitals and in Extended Care Facilities, which usually 
do not have purchasing departments, some purchasing functions may be performed 
by administrators, and others by using -department personnel. The lack of 
conformity among institutions and departments, therefore, might preclude 
development of any one general purchasing curriculum that would suit the 
needs of all personnel who engage in purchasing activities. The results do 
show, however, (Table 3, Page 10) , the presence of personnel in health 
care facilities whose major areas of responsibility are purchasing. 

When purchasing functions are shared between purchasing-department personnel 
and using-department personnel, there seems to be no generally consistent 
division of responsibility according to occupational classifications. 

In many areas of activity, task performance appears to be determined more 
by specific institutional preferences or requirements than by the 
occupational titles of the personnel involved. Occupational classifications, 
thus, would not serve as a definitive guide to the construction of curricula. 

Curricula in the field of purchasing might best be constructed by 
developing instructional units, each of which would cover a circumscribed 
area of tasks that relate to a common function. The 26 areas into which 
tasks were grouped for this report (cf. Section III. Results) were intended 
to serve as first approximations of the subject matter for such instructional 
units . 

These units would provide flexibility in the composition of curricula to 
meet the varied needs of different health care institutions. It would 
be possible to combine units to form general courses of instruction that 
could be taught at levels up to that of Associate degree for purchasing 
Xpersonnel, and also to select individual units that specific institutions 
might require for pre-service or in-service training programs for 
administration department heads and other personnel. 

The effective use of modular curriculum for training medical facility 
personnel in purchasing activities should assist in curbing the rise 
in medical care costs, whether or not the individual's primary assignment 
is purchasing. 
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SOURCES FOR PURCHASING TASK LIST 



Alford, L.P., and Borgs, John R. , Production handbook . New York: 
Ronald, 1951. 

Goldthorpe, John C. (Assistant Administrator, St. Joseph's Hospital 
of Burbank, Burbank, California) . Miscellaneous purchasing 
procedure and policy material, and personal conversation. 

Lamar, Lee, Jr., and Dobler, Donald W. Purchasing and materials 
management . New York: McGraw-Hill, 1965. 

Nusser, Richard (Director of Purchasing, Cedar s-Sinai Medical Center, 
Los Angeles, California). Personal conversation. 

Sacred Heart Hospital, Spokane, Washington. Purchasing department 
procedure manual . 

United Hospital Fund of New York. The procurement cycle: requisition 

and purchasing systems . New York, 1968. 

Veterans Administration, Los Angeles, California. Supply procedures . 

Westing, J.H., and Pine, I.V. Industrial purchasing , 2nd edition. New 
York: Wiley, 1961. 

"The Catholic Hospital Association Hospital Purchasing Administration 
Correspondence Course", St. Louis, Missouri, 1962. 
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Material Manager, Purchasing Department 
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Los Angeles, California 



Dr. Harold E. Fearon 
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APPENDIX C-1 



INSTRUCTIONS TO SURVEY ADMINISTRATOR 




The Purchasing Questionnaire is possibly one of the most complicated 
surveys that you will have to handle because the entire hospital or nursing 
staff may be involved with the Purchasing Function. Therefore, the 
instructions are presented twice. The first section analyzes the major 
Roman numeral headings of the task list by individual^ and the second 
section presents those individuals who might complete the survey and lists 
what sections they might accomplish. 

EXPLANATION BY TASK HEADING 



I Identify and Verify the Need. 

A. The hospital administrator 

B. Two department heads (dietary, housekeeping, nursing, 2 out of 3) 

C. <''ne non-supervisory individual who reports to one of the 
department heads selected in B, above. 

II Prepare the Requisition 

A. A department head who prepares requisitions 

B. A first line supervisor who prepares requisitions 

C. An individual in a department who prepares requisitions 

III Approve the Requisition and forward to purchasing or stores. 

A. The administrator who approves requisitions 

B. A department head who approves requisitions (suggest any 
from I,B.) 

C. A first line supervisor who approves requisitions if 
appropriate. (Note: in some cases there will be no one at 
this level who approves requisitions.) 
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IV Reviev’ Purchasing Requisition 

A. Centralized purchasing. (Note: under a centralized 
purchasing program the purchasing department may 
accomplish Task List functions IV through XIV except 
for the Accounts Payable portion of XII, Process 
Vendor Invoice; therefore, select the correct indivi- 
dual from the purchasing department) . 

B. In a decentralized purchasing operation every department 
will probably accomplish section IV through XIV. 
Therefore, select the appropriate person in dietary, 
housekeeping, and nursing. 

V Determine source of supply 

A. Centralized Purchasing — select individual or individuals 
in Purchasing department . 

B. Decentralized Purchasing — select the individual or in- 
dividuals in the dietary, housekeeping, and nursing 
nursing department who accomplishes this task. 

VI Place the Order 

A. Centralized Purchasing — select individual or individuals 
from Purchasing department . 

B. Decentralized Purchasing — select the individual or in- 
dividuals in housekeeping, nursing, and dietary who 
accomplish this function . 

VII Follow up and Expedite the Order 

A. Centralized Purchasing — select the individual or 
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individuals in purchasing department who accomplish this 
task . 

B. Decentralized Purchasing — select the individual or 
individuals in housekeeping, dietary, and nursing who 
accomplish this task or g' oup of tasks. 

VIII Receive and Inspect Materials and Services 

A. Centralized — the individual or individuals in either the 
stores or receiving function or purchasing function who 
accomplish this for the total hospitaL 

B. Decentralized — the individual or individuals in house- 

keeping, dietary, and nursing who accomplish this function. 
(Note: it may be possible to have decentrcilized purchasing 

and still have a centralized receiving program) . 

IX Return to Vendor and Outgoing Shipments 

A. Centralized Purchasing — individual or individuals in 
purchasing and/or stores or receiving function who 
accomplish this task. 

B. Decentralized Purchasing — the individual or individuals in 
housekeeping, dietary, and nursing who accomplish this 
task for the decentralized program. 

X Issue Storeroom Stock Requisitions 

A. Centralized Purchasing — the individual or individuals in 
the storeroom (purchasing department) who handle this 
function 




69 






mm 



iuiiiiiiiiM 









lilii 



iiiilliiiiiiilHi 



1 










or purchasing department. 



Appendix C-1 
Page five 



B. Decentralized Purchasing — may be handled by the housekeeping, 
nursing, and dietary departments. In this case, again, you 
may have decentralized purchasing. Hov/ever, you may have 
centralized storeroom for handling surplus materials. 

EXPLANATION BY INDIVIDUAL 

(Individuals and what sections they might complete) 

A. Hospital Administrator 

1. May complete section "I" Identify and Verify the Need., 

2. May complete section "III" Approve the Requisition and 
Forward to Purchasing or Sto7.*es. 

B. Department Head — Housekeeping, Nursing, and Dietary 

1. May complete section "I" Identify and Verify the Need. 

2. May complete section "II" Prepare the Requisition. 

3. Ma^ complete section "III" Approve the Requisition and 
Forward to Purchasing or Stores. 

4. May complete section "IV" Review Purchasing Requisition — under 
a decentralized purchasing system. 

5. May complete section "V" Determine Source of Supply — under a 
decentralized purchasing system. 

C. First Line Supervisor in Housekeeping, Nursing, and Dietary Dapts. 

1. May complete section "I" Identify and Verify the Need. 

2. May complete section "II" Prepare the Requisition. 

3. May complete section "III" Approve the Requisition and 
Forward to Purchasing or Stores. 

D. Individual or Individuals in Housekeeping, Nursing, and Dietary 

Departments 

1. May complete section "II" Prepare the Requisition. 
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2. May complete section "III" Approve the Requisition and 
Forward to Purchasing or Stores » 

3. May complete section "IV" Review Purchasing Requisition — ^under 
a decentralized purchasing system. 

4. May complete section "V" Determine Source of Supply — under a 
decentralized purchasing system. 

5. May complete section "VI" Place the Order — under a 
decentralized purchasing system. 

6. May complete section "VII" Follow up and Expedite the 
Order — under a decentralized purchasing system. 

7. May complete section "VIII" Receive and Inspect Materials and 
Services — under a decentralized purchasing system. 

8. May complete section "IX" Return to Vendor and Outgoing 
Shipments — under a decentralized purchasing system. 

9. May complete section "X" Issue Storeroom Stock 
Requisition — under a decentralized purchasing system. 

10. May complete section "XI" Maintain Inventory Control — under a 
decentralized purchasing system. 

11. May complete section "XII" Process Vendor Invoice — under a 
decentralized purchasing . system. 

12. May complete section "XIV" Dispose of Surplus Materials — under 
a decentralized purchasing system. 

Purchasing Department (centralized purchasing system) . 

The following individuals may complete the questionnaire: 

Purchasing Department Head, Purchasing Agent, buyer, storeroom 

clerk, receiving clerk, inventory clerk, distribution clerk, and 

other appropriate individuals working specifically in the 



purchasing function. 
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Sections IV through XIV would be accomplished by the above 
individuals when that function is handled by the purchasing 
department. Notes section XIII Maintain Purchasing Records 
should only be completed when this department does the 
function . 

F. The Accounting Department and/or the Accounting Personnel may 
complete section XII Process Vendor Invoice. 
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APPENDIX C-2 



INSTRUCTIONS TO RESPONDENTS 



This is part of a project to develop new courses of study and instructional 
materials for persons in the allied health professions. To find out what 
should b© taught and how best to teach it, we must find out what tasks or 
functions really are performed by persons such as you who are working in 
the field. 

We are asking the cooperation, therefore, of employees in a small, selected 
group of hospitals throughout the United States. You are one of these 
employees . YOUR ANSWERS ARE IMPORTANT ! I 

This is a confidential document for research purposes only. Your identi- 
fication card will be kept separate from your answers to the questionnaire. 
Answers will be prepared for data processing and results will be reported 
by group only, not by individual. 



INSTRUCTIONS. 

We have gathered a listing of many of the tasks in your area of patient 
care or hospital services. This list contains tasks which might be done 
by anyone concerned with your area. Not all tasks will be done by all 
people. We would like to know the answers to three questions. 

1. Frequency — how often do you perform this task. 

2. Difficulty — how difficult is the task, primarily in terms 
of decision making and steps involved. 

3. Supervision — are you supervised on this task or do you 
work without supervision. 

Please read through the entire questionnaire first, placing a check mark 
next to those tasks you do. Then, go back over the list of tasks 
and answer the other questions about those tasks you actually do. Use 
the blank spaces provided to add tasks which you do that w© may have 
omitted. Please read each task carefully and "X" the box in the appropriate 
column to show your answer. Our results depend to a great extent on how 
carefully you fill rut this questionnaire! I 

Our project will have a survey administrator in your area. He will leave 

this questionnaire with you and will piek it up . 

His name is , His telephoiie number is 

, > Fliasi feel f^ee t§ ©all him if you have any questions 
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Going through each question now: 

(a) The question on frequency is ”How often do you do this 
task?" The possible answers are: 

1. Daily or almost daily 

2. Several times a week 

3. Several times a month 

4. Several times a year 

5. Never or almost never 

(b) Supervision — How much supervision do you get for this task? 

1. All the time 

2. Most of the time 

3. Occasionally 

4. Rarely 

5. No supervision 

(c) Difficulty — How difficult is this task? 

1. Routine procedure 

2. Several procedures with minor decisions 

3. Select the most suitable procedures 

4. Establish and/or modify procedures to meet individual 
circumstances 

5. Making complex decisions with little precedent 

We thank you for your cooperation, and hope that the instructional materials 
which we develop in conjunction with this study will be helpful to you, 
and to others entering your profession. 

When you have finished, please enter at the bottom of the questionnaire 
the length of time it took you to answer all the questions. This is for 
our information, to help us make it easier and shorter for others in the 
future. 



CONFIDENTIAL DOCUMENT 
For Research Purposes Only 



UCLA: AHPP: 6/30/69 
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BACKGROUND INFORMATION INVENTORY 



I.D. Number 



Please complete this Information sheet now and return it with the completed 
task questionnaire. The answers to these questions are of importance as we 
try to evaluate responses from a large number of people across the United 
States where educational and licensure requirements for specific tasks may 
be very different. 

Remember, this is a confidential document, it is identified by number 
only, and will not be attached to your name. 

1. RESPONDENT: 

1.1 Position Title 

1.2 Area of Patient Care or Hospital Services, i.e., Medical-Surgical , 
Physical Medicine, Psychiatric, Medical Records, etc. Please specify 



1.3 Length of Time in Present Position 

1 . 4 Age 

1.5 Sex (circle one) M F 

1.6 Marital Status (circle one) 

Married Single Widowed Divorced Separated 

2. PREVIOUS EXPERIENCE: 

Type Years 



2.1 



2.2 



3. Highest Grade Completed Before Entering Educational or Training Program 
for your present occupation: (circle one) 

i 9f 10, 11, 12, Some College Baccalaureate 

Post-Baccalaureate 
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4. Highest Educational or Training Program Completed within Present 

Occupation: (circle the number next to your answer) 

4.1 — None 

4.2 — On-Job Training: How Long? (circle one) 

2 wks. 1 mo. 2 mos. 3 mos. longer than 3 mos. 

4.3 — Certificate or Diploma Program: (circle one) 

less than 1 yr. 1 yr. 2 yr. 3 yrs. or more 

4.4 — Associate Degree 

4.5 — Baccalaureate Degree 

4.6 — Post-Baccalaureate Degree 

5. Certification, Licensure^ Registration Held, i.e., C.D.A., A.R.T., 
O.T.R., R.N., L.V.N. 

Please specify: 

6. (Optional) Yearly Salary Range for full-time; (circle one) 

6.1 — Less than 2,000 

6.2 — 2,000 - 3,999 

6.3 — 4,000-6,999 

6.4 — 7,000 - 9,999 

6.5 -- 10,000 or more 

CONFIDENTIAL DOCUMENT 
FOR RESEARCH PURPOSES ONLY 



PCT;mh 77 

11/24/69 















mmmmm 



mmmm 




78 




li 



MMliliii 












\i 



t. 





79 



KtMialiliiiMittHi 












iiiiiili 












approve and forwar <^ •^o pn^rnhagingi 
'liarchasing 




Purchasing 










UCLA AHHP Purchasing 



FREQUENCY // SUPERVISION // DIFFICULTY 



% 
























'?4> 






“^0, 







^5'> 


















■^C.n 




0) 

-y 

(/} d 



P4 






Q 

□ 

Q 

0 

□ 



0 0 



Hrtijg 



0) 

t/} 

(d 

rCj 

u 

ft 



& 

0) 

tp 

M 

0) 



□ 

0 



□ 



O I >< 
Q)*H4J^ 



0 ) 0 ). 

W MCO 

MJ^JM 

,0)tnt3H) 

4J (d ft 
(d P4J 

■d wc 

^4-10)0) 

0)O4C 

i 

e t/}(d 
H'HOT ^ 
tntnc c 

0) (d (d*r 
+ 



tJ o)+3o) 

0)^ 0)f 

0)4JMC: 

0 ) 

eroo) 

is:® 

0 

TiT34Jc:n: 

^St! 

0>HO) 
c/3(drdg 



□ 

0 



0 

0 



C 

0 

•H 

•H 

t/} 

•H 

& 

0) 

M 



S' 

•H. 

(/} 

(d 

ft 



0 

0 

□ 

0 

0 



0 

0 



0 

0 



(/} 

M 

0) 

•H 



tP 

C 

•H 

H 

0 ) 

> 

(d 



(/} 



(d 

•H 

4J 

0 ) 

4J 



in 

VO 



a 



0 ) 

4J 

0 ) 

Q 



03 

2 tP 
fd C 

•H 
W 03 
m S3 
O fH 
tH U 

(d c 

4J -H 
(d 

O H W 
M 4J2 

y S’" 

3 

0) c 

0 ) 

03 0) 2 
•H M'S 
W 0 )P 



4J 

C 

0 ) 



2 4^& 
- a) g 



5 M i^ 



□ 

g 



g 

□ 



4-1 

•H 



4J 

(/} 

0 ) 

3^ 

0 ) 

M 



tP 

d 

•H 

e 



4J 

•H 



5 

•H 



4J 

(/} 

2 

O 

U 



rvj 



g 

□ 



g 

g 



B 



_UL. 



4J 

O 

j.ls 

2.3 

in p^P 
ft 03 
fttJiO 
H d*H 
0)-H4-l 
>+i-H 
0) 0) O 
03 ftO) 

2 Qj 

0) §to 
0 ) O 
4J g 

■MrdS 

-H 04J 

g«ri*H 

g H 
o 1^0) re 

O rd 0 

>iP c 

CXi . 'C 
lO 4J P 
•H (d 0) T 
4J«H0) 

(d Mg 0 
d 0) X 
H4J4J 
(d«H(d > 

> 5 

W ^ E 



t^* 



0 

0 



0 



0 



.3 



(/} 

4J 

o 

s 

ft 



0 ) • 
S.J 
0 ) 0 ) 
y •♦J 

(d «H 
S3 M 
H O 
(d 

> 4-1 
M O 



rvj 



0 

0 



0 

0 



a 



0) M 
M 0) 

03 ^ 
0 ) 



« :3 



4J 
O 

€2 

M d 

0) 4-) 
43 d 
4J B 



0) O 
pig 

•H 






0 

0 

0 

0 

0 



(d ^ 
(d 

g 0 
0 M 

rg d 
(d 



rd ft 

5 • J 

•H rd 
^ (/} 
d 

(/) 0 
M *H 
0 4J 
03 (d 
d H 
0 ) 0 ) 
> M 



(0 



M M 
0 ) 0 ) 

03 *H 

•H fH 

U) ft dH 

S & 

0 S3 
U W 



ro 



□ 


0 


0 


□ 


0 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


□ 


□ 


□ 


□ 


□ 


□ 


0 


0 


0 


□ 


□ 


0 


□ 


0 


□ 


□ 


□ ‘ 


0 


m 


0 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


V 

. 0 


□ 


g 


0 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


' 0 


0 


□ 


0 


□ 


0 


0 


□ 


0 


0 


0 


0 


□ 


0 


0 


' g 


0 


0 


0 


□ 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


0 




□ 


0 


□ 


□ 


0 


0 


□ 


0 


0 


0 


□ 


□ 


0 


□ 


’ □ 


0 


0 


0 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


^ 0 


□ 


CNJ 


0 


□ 


0 


0 


□ 


0 


CM 


0 


0 


0 


0 


0 


' 0 


□ 


□ 


0 


0 


0 


0 


□ 


0 


0 


0 


0 


0 


0 


0 




82 










ucuv 



FREQUENCY // SUPERVISION // DIFFICULTY 
















"%X?7 





*0 



rd 

^ U 
(d 0 ) 
4J ^ 

■B ^ 
»«iC o 



04 



C t /3 5 

0 Cl4 

+j*H (d 
(d 

g C4-) 

Boo 

0*H _ 

4-4 4J C3 
C‘H 0 
■H WH 
•H4J 
0) ^ (d 

7 0) (d 
M 04 
4J 0) 
rd 0) M 

OJ 

0) ^rO 

0) 04J 

^T 34 J 
0 0)-H 

^■hI 

^ (dO) M 
04J P^O 

0 ) 0 _ 73 
S8S8 



□ 


g 


E 


g 


□ 


□ 


□ 


□ 


□ 




0 


g 


□ 


g 


g 


□ 


g 


□ 


□ 


□ 


□ 


□ 


0 


□ 




□ 


□ 


g 


□ 


g 


□ 


g 


g 


□ 


□ 


□ 


0 


0 


0 




0 


0 


g 


g 


g 


S 

□ 


□ 


B 


E 


□ 


E 


E 


0 


□ 




0 


0 


g 


g 


g 


□ 


□ 


□ 


□ 


□ 


B 


E 


0 


0 




□ 


□ 


□ 


g 


g 


1 □ 


g 


E 


B 


□ 


□ 


□ 


rn 

0 


0 




g 


g 


g 


g 


m 


1 □ 


g 


E 


□ 


□ 


□ 


□ 


□ 


□ 




□ 


□ 


□ 


□ 


□ 




□ 


rn 


□ 


□ 


□ 


E 


0 


0 




0 


0 


g 


g 


g 


■ □ 


□ 


CNl 


E 


□ 


□ 


CN 


0 


0 




□ 


□ 


g 


g 


g 


S 

■■ □ 


□ 


□ 


E 


□ 


□ 


E 


E 


0 




E 


g 


g 


g 


g 



0 'O 
0 ) 

M M 
0 ) 0 ) 
■M -H 

M (U 




84 



r 




El 


0 


0 


0 


0 


□ 


0 


0 


0 


0 


0 


0 




0 


0 


□ 


□ 


0 


0 


0 


0 


□ 


0 


□ 


□ 


□ 


0 




□ 


0 


0 


0 


0 


0 


□ 


0 


0 


0 


0 


0 


0 


0 




0 


0 


0 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 




0 


0 


□ 


□ 


□ 


0 


□ 


0 


□ 


0 


0 


0 


0 


□ 




0 


□ 




0 


0 


0 


□ 


□ 


0 


! 

□ 


□ 


□ 


0 


0 




Ld 


0 




□ 


0 


□ 


□ 


□ 


0 


□ 


□ 


0 


0 


□ 




□ 


□ 


’ 0 


□ 


0 


0 


□ 


0 


0 


0 


0 


0 


0 


0 




0 


0 


^ 0 


□ 


0 


04 


0 


0 


0 


0 


0 


0 


0 


0 




0 


0 


' 0 


□ 


0 


0 


□ 


0 


0 


0 


0 


0 


□ 


0 




0 


0 


> in 


g 


0 


0 


0 


0 ' 


0 


1 ^ 


0 


I0 


0 


0 




□ 


□ 




□ 


□ 


□ 


□ 


□ 


0 


□ 


0 


0 


□ 


□ 




0 


□ 


‘ 0 


0 


□ 


0 


0 


0 


0 


0 


0 


0 


0 


□ 




0 


0 


^ 0 


0 


04 


0 


0 


0 


0 


0 


0 


0 


0 


0 




0 


0 


7] 0 


0 


0 




0 


□ 


□ 


0 


0 


0 


0 


0 




□ 


□ 


M 

% 

s 


r 










of the 
not pre- 


M 

0) 

T3 

u 


|rcJ 

r 

1 p 

1 Q) 

nri 








§ 

B 

13 


OJ 

M 

0) 


hipment 







0 ) 


M 






X 


4 J 


0 ) 






in 


(d 








(d 


•H 


in 






4 J 


M 










ft 


(d 






x: 


0 








0 


M 


M 






(d 


ft 


g 






0 ) 


ft 


0 




•• 




(d 


>1 




(/} 


TO 








C 


(d 


0 ) 






0 


0 ) 


x: 


0 




•H 


M 


■P 


x: 




4 J 






(/} 


0 ) 


0 


0 ) 






J 3 


s 


Uj 

rd 


•H 


0 

■p 


•H 


4 i 


0 ) 


s 




•P 


in 


rH 


X 


■p 


C 


a 


ft 




•H 


0 


H 








0 




0 ) 

0 

0 ) 

4J 

(d 

tJ 

0 ) 

4J 

U 

0 ) 

& 

0 ) 

M 

0 ) 

■P 

H 

tT 

CM 



CM 



•H 

4J 



M 

0) 

4J 

a 

w 

in 

CM 



CM 



a 

0 

•H 

4J 

M 

u 

(/} 

0) 

nj 

M 

0 ) 

4J 

a 

M 

CM 



CM 



o 

u 

|H 

M 

ft 

M 

0 ) 

CM 



CM 



I ^ 
0 ) 

XI 

o 



M 

0 ) 

4J 

C 

H 

00 

CM 



CM 



M 

(/} 0 

^ 0) 
0) H 

M O 
0 -H 

rH 

S & 

0 (d 
4J 4^ 

•ri *H 

ra 

a 

0 0) 
U Ui 
(d 

M XJ 
0) u 

W ft 
<y> 

CM 



CM 



0 ) 

(/} 

(d 

ft 

a 

Cn 

•H 

cn 

§ 

H 

> 

0 \ 

M 

M 

0 ) 

0 ) 



M 

0 

0) 

W • 

(d a) 
•81^ 

ft ft 

4^ M 
0 ft 
ft 
r/) (d 
0) 

•H w 
ft (d 

8 cn 

0 ) 0 

4J 

a -51 

M *H 

2. 
W 10^ 
•H 0) 
Q M 



85 




Purchasing 




Purchasing 





on 

C 

•H 

S 

•Si 

II 

0*1 



ERIC 


















S' 

•3 



§ 

C14 



o 

ERIC 



UCLA 




SaPEEVISICW // DIFFICULTY 




Purchasing 





Miiiiii 









Piar chasing 






mmmm.rn 




. er|c 











mumm 













^ . 

: 



iiiiiiiiii 



ii 



Hi 



UCLA AHHP Piir chasing 

TA 7-69 



FREQUENCY // SUPERVISION // DIFFICULTY 



wmmmm 










UCLA AHHP Purchasing 

TA 7-69 



FREQUENCY // SUPERVISION // DIFFICDI.TY 




a 

a 

0 

0 

□ 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


□ 

a 

a 

a 

1 — 1 
0 




a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


a 

a 

a 

a 

a 


0 


a 


a 


a 


a 




a 


a 


a 


a 


a 


0 


a 


a 


a 


□ 


a 


a 


a 


a 




a 


a 


a 


a 


a 


□ 


a 


a 


a 


• □ 


a 


a 


a 


a 




a 


a 


a 


a 


a 


0 


a 


a 


a 


0 


a 


a 


a 


a 




Cvi 


a 


a 


a 


a 


0 


a 


a 


a 


■ 0 


a 


a 


a 


a 




a 


a 


a 


a 


a 


□ 


a 


a 


a 






P4 




0 

□ 

0 



S 



I 0) 
rO o 

i I 

S u 

0 t/) 
m-H 

H M 
(d 0 
•H4 h 
M ^ 

0) 

4J 0 
•H 
4J 
O 
M-l 0) 

0 t/} 

4J 4J 

q a 

“•2, o 

0) 

M 0 
•H4J 

P!^ 

M 0) 



ro 



VO 







in 






in 









□ 

□ 

a 

□ 



a 

□ 

B 

a 



a 

a 

a 

a 



T3 

0) 

4J 

0) 

fH 

O 

u 

0) 

A 



4J 

§ 

I 

04 

s 

tr> 

0 

•H 

!3 

x: 

u 

04 

0) 

5 

>1 

XI 



I 

(d 

4J 

0 

0) • 

I ^ 

3 0 

U *H 
O 4J 
fO O 
(d 

0) (n 

^ § 

H M 

04 -M 

5 

o tr> 

^5 

(n (n 
0 (d 
•H x: 
(d o 

•d 

(d 

B x2 

t 3 

tr> (d 

•S ““ 

S VW 

o 

■6 0! 

a. 3 

04 4 J 






n 

a 

a 

a 

a 



•g 3r 

^>>s 
°fl.3u 

(/) (d M 0) 
0) O 0)^ 

rH*H B 

•H^S 0 
'^ 9 !'=’ m 
4 J’ 9'0 M 

§g§| 

fltdM H 
y rS 3 

T 3 q> 0 



a 

a 



a a 



a 

a 



a 



.X. 



O - 
0) W I 
040 <d 
woo 

•H*H 
MM 4 J 4 -I 
0 0*H‘H 
■0T3 W4J 

gg-^s 

0) 

- ••M4J 
( 0(0 (U 
p ( 1 )H tJ» 
d)*H(dT3 
(U 4 jq 0 



3vw H 
;o 0) 



tr>. 

ooo 

HQ 
y)T3 q 

^ cni 0 

x 3 qo 

M-H kJ 

gss-^ 



Hhioq 

N(l) 

0) -(0*t3 

a(oooc 

^ 09 *^ 

. _HO 

O(04J (0 

aassd 

5 hmc 
o Mm Qt 

th PiH 0 + 



H 



M-H 
IJM 



a 

a 

a 



a a 



a 



I (0 
4JM 

>WDl 
0 CUP 
T30 
(U 

H tJ»M 
•HttCU 
m-HT3 
(OM 
(0J3O 
0 

•H ^(U 

qxiw 

4 J nj 

0 (04:: 
•H MO 

M04 

0 ^ 
•H(Ud 
(0 ( 0 (d 
(d(d 

■g-g^ 

04 o^i 



<N 






a 



M M 
0 ) OltJi 



(OP M' 
MOO& 

(U o 
4J 0 CIH 

0 ) (do 
0 ^ 

4 JO o 
O-H MCU 

Sm pq 

mIxt' 

sags, 

QHt: 

(jitTVOOC 

.g.St ^4 

(0 (0 0 C 
(d (drHM 

■g^ ;■ 

yyg. , 

04 CVHfl*** 



rO 



a 

a 



a 

a 



0 

o 

•H 

4 J 

•M 

(0 

•H 

& 

(U 

M 

m 

o 

4 J 

(U 

o 

q 

M 

m 

0 

q 

4J 

iS 



CO 






a 

a 

a 

a 

a 



4J 

0 

I 

& 

rtJ 

.5 

(0 

CD 



a 

a 

a 

a 

a 



i 

0 

M 

0 

ro 

CO 



□ 

a 

a 

a 

Q 



q 

(0 

q 

XJ 

o 

04 

m 

0 

q 

o 



P 

(0 

(0 

•H 

m 

^ M 
q q 
4J ^ 
q M 
Q 0 



ERIC 



94 



Piar chasing 




El 


0 


B 


□ 


□ 


□ 


0 


B 


□ 




B 


IT) 


□ 


0 


g 


□ 


□ 


E 


□ 


□ 


□ 


□ 


□ 


B 




B 


□ 


B 


0 


□ 


0 


0 


E 


0 


□ 


B 


0 


0 


B 




0 


B 


B 


0 


g 


^ □ 


B 




CM 


□ 


□ 


□ 




CM 


0 


B 




0 


CM 


B 


0 


B 


' □ 


□ 


□ 


□ 


□ 


□ 


1 


□ 


0 


B 




0 


B 


B 


0 


B 


0 


E 


E 


0 


□ 


□ 


B 


B 


0 




0 


B 


0 


0 


g 




□ 


□ 


□ 


□ 


□ 


B 


□ 


0 




□ 


B 


□ 


0 


g 


" 0 


B 




ro 


0 


□ 


B 


B 


B 


0 




0 


B 


0 


0 


B 




□ 




CM 


0 


□ 


□ 




CM 


E 


0 




B 


B 


0 


0 


g 


' □ 


□ 




□ 


□ 


□ 


B 




□ 


□ 


0 




B 


B 


0 


0 


B 






i 

r 

I 

j 



[■ 



i' 

I 



I 








iHi 




Purchasing 



‘ -pp 















APPENDIX D 

PURCHASING QUESTIONNAIRE 
(Directed to Administrators) 



Circle the alternative which you think would provide the better 
general description of the purchasing structure at your 
institution : 

Centralized 

Decentralized 



Indicate by circling the appropriate number which of the following 
is the major purchasing agency for your institution: 

1 A department or agency of a larger administrative 
unit within which your institution is contained 

2 — A purchasing department within your institution, 
or a designated member of the institution's staff 

3 — An outside purchasing agency with which your 
institution has a contract 

4 — The individual using departments within your 
institution 

5 — Other (describe) 



If purchasing also is done by another agency in addition to the 
one considered to be the major agency, write the number that 
designates this other agency in this space: 



If your institution has a purchasing department or agent, indicate 
by circling the appropriate numbers if the purchasing department 
includes one or more persons in the following categories: 

1 — Purchasing agent/purchasing director 

2 — Assist ant /buyer 

3 — Secretary/typist-clerk 

4 Storeroom manager/storekeeper/storeroom clerk/inventory 
clerk 

5 — Receiving clerk/shipping clerk/ invoice clerk 
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If your institution has a purchasing department or agent, indicate 
by circling the appropriate numbers which, if any, of the following 
functional areas constitute separate divisions within the purchasing 
department with specific personnel other than the purchasing agent 
responsible for activities within the area: 

1 — Storage and inventory control 

2 — Receiving and shipping 

3 — Accounting, final processing of vendor invoices 



C. Indicate by circling the appropriate number (or numbers) the person 
(persons) who makes purchases of materials and supplies at your 

institution: 

1 — Administrator 

2— A member of the administrator’s staff who is designated as 
a purchasing agent or who is given responsibility for 
purchasing, but who is not assisted by a purchasing staff 



3 — A purchasing agent or director who heads a purchasing 
department that includes additional personnel 

4— Storeroom manager 

5— Heads of using departments 

6 — Personnel within using departments who are below the level 
of department head 

7 — Other (specify) 
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D. Indicate which of the following alternatives best describes the 
purchasing for each of the four departments listed below by 
writing the number of the appropriate alternative in the space 
opposite the department name: 

1 — Purchasing usually is done by the purchasing department 

or agency. Personnel within the using department ordinar- 
ily do not place purchase orders, but submit requisitions 
ox requests to the purchasing department. 

2 — Some purchasing is done by the purchasing department and 
some is done by the using department. 

3 — Purchasing for this department (with the possible 
exception of extraordinary items) usually is done by the 
using department itself. 

Dietary Department 

Housekeeping Department 

Nursing Department 

Pharmacy Department 



E. Indicate by circling the appropriate number which of the following 
alternatives best describes the storeroom facilitxes at your 
institution : 

]^-_Storeroom facilities are centralized under the management 
of the purchasing department. 

2 — Storeroom facilities are centralized, but not under the 
management of a purchasing department. 

3 — Storeroom facilities are not centralized; each using 
department has its own facilities. 
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F. Indicate by circling the appropriate numbers which of the following 
alternatives best describes the receiving /shipping facilities at 
your institutions 

1 — Receiving /shipping facilities are centralized under the 
management of the purchasing department. 

2— Receiving /shipping facilities are centralized, but not 
under the management of a purchasing department. 

S-'-Receiving /shipping facilities are not centralized; each 
using department manages its own receiving and shipping. 



G. Indicate by circling the appropriate number (or numbers) which of 
the following departments completes the processing of vendor 
invoices : 

1— Purchasing department 

2 — Accounts payable department 

3— -Using departments 

4 — Other (specify) 



H. Circle your answers to each of the following questions: 

1— Do you believe that centralization of purchasing is 
desirable for an institution such as yours? 

Yes No 

2— Would you like to have purchasing at your institution 
centralized to a greater degree than it is at present? 

Yes No 

3— If your institution does not now have a purchasing depart- 
ment, do you plan to establish one; or if your institution 
has a purchasing department, do you plan to extend its 
activities to any areas which it does not now cover? 

Yes No 



Signature of person completing questionnaire 

Title 
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APPENDIX E 



OCCUPATIONAL CATEGORIES AND JOB TITLES 



The job position titles held by respondents in each of the eight occupa- 
tional categories are listed below as they were given by the respondents in 
item 1.1 of the background information inventory (Appendix C-3.) The U. S. 
Office of Education (OE) and the U. S. Department of Labor Dictionary of 
Occupational Titles (DOT) code designations are given where such designations 
exist for the listed occupational titles, or for ones which are comparable 
but not specific to the health care field. 

1. Purchasing agent OE 04.99? DOT 162.158-102 

Purchasing agent 

Director of purchasing 

Director of procurement 

Assistant to president for purchasing 

2. Assistant purchasing agent OE 14.0899? DOT 162.168-026 

Assistant purchasing agent 
Assistant director of purchasing 
Materials manager 
Buyer 

3. Storekeeper OE 14.0504? DOT 223-138.026 

Storekeeper 
Storeroom manager 
Head of storeroom 
Chief storekeeper 
Assistant storekeeper 



101 



Miiltlll 






imii 



m 



iMiiiii 






Appendix E 
Page two 



Senior storeroom clerk 
Storeroom clerk 

4. Administrator OE 14.0899; DOT 162. 118-010 

Administrator 

5. Accountant OE 14.0101; DOT 162.188-010 

Accountant 

Controller 

6. Department head (pharmacy) 

Chief pharmacist 
Director of pharmacy 

Departm ent head (dietary) OE 09.0203; DOT 187.168-066 
Executive dietician 
Chief dietician 
Head dietician 
Director of dietary service 
Manager of dietary service 
Director of food service 
Department head (nursing) 

Director of nursing service 

Department head (housekeeping) OE 09.0205; DOT 187.168-050 
Executive housekeeper 
Head housekeeper 
Director of housekeeping 

Department head, laundry OE 17.1602; DOT 361.138—010 
Department head (other) 

Pathologist 

Chief X-ray technician OE 07.0501; DOT 078.368-030 
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Laboratory supervisor OE 07.02 
Building superintendent 
Plant manager 

Assistant administrator OE 14.0801; DOT 169.168-014 
Supervisor (dietary) OE 09.0203; DOT 319.138-010 
Dietician 

Assistant dietician 
Dietary supervisor 
Food supervisor 
Food manager 

Kitchen manager DOT 310.138-010 

Supervisor (nursing) OE 07.0301; DOT 075.387-014 

Head nurse 
Supervisor 

Supervisor (housekeeping) OE 09.0205; DOT 321.138-010 
Housekeeping supervisor 
Housekeeping coordinator 
Assistant housekeeper 
Supervisor (other) 

Maintenance supervisor OE 16.0111; DOT 638.281-026 
Sanitation supervisor OE 17.0703; DOT 168.287-094 

. Worker 

Secretary OE 14.0702; DOT 201.368-014 

Pharmacy assistant 

Ward clerk DOT 219.388-286 

Food steward OE 09.0203; DOT 317.887-010 
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APPENDIX P 



PURCHASING TASK LISTS 



Task lists have been constructed for the following occupational categories: 

1. Purchasing agent 

2 . Storekeeper 

3. Administrator 

4. Accountant 

5. Department head 

Each task list shows (a) the percentage of respondents in the occupational 
category who perform each task, and, if appropriate, the percentages of 
respondents in associated occupational categories who perform the task, (b) 
the modal frequency of performance of each task (or frequencies if a single 
mode represents less than half of those who perform the task) and (c) the 
mean of the task difficulty ratings by the respondents for whom the percent- 
age perfomance figure are given. 

The Basic Task List for each occupation covers functions usually performed by 
persons in that occupational category that might be included in a curriculum 
generally appropriate for the occupation. The Supplementary Task Lists cover 
functions which may or may not be performed, depending upon the policies and 
practices of specific institutions. 



A curriculum developed for purchasing agents would be appropriate also for 
assistant purchasing agents and for other individuals (e.g., storekeepers at 
certain institutions) whose job titles are different but whose functional 
positions are equivalent to that of a purchasing agent. A curriculi^ti 
developed for department heads would be appropriate also for supervisors. 
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APPENDIX F-1 



PURCHASING AGENT 



The principal activities performed by a purchasing agent are the final editing 
and completion of requisitions, the evaluation and selection of suppliers, 
and the preparation and filling of purchase orders. In addition, as a user 
of supplies, a purchasing agent can be expected to determine needs for his 
own department and to initiate requisitions. He also may assist in the deter- 
mination of needs and preparation of requisitions for other departments. Most 
purchasing agents maintain purchasing records and dispose of surplus materials, 
and most are required to authorize the return of materials to vendors even 
When they do not participate further in the return of the materials. Pinal 
processing of Vendor invoices is likely to be included among the responsi- 
bilities of a purchasing agent, although at some larger institutions it may 
be a function performed by an accountant. These activities have been in- 
cluded in the Basic Task List. 

The two Supplementary Task Lists cover the areas of receiving and storage 
respectively, either or both of which may be among the responsibilities of 
a purchasing agent at particular institutions. A purchasing agent may perform 
receiving and/or storage functions, or he may exercise some kind of general 
supervision over one or both of these functions without necessarily being 
directly involved in their performance. Larger institutions often may have 
separate departments or divisions for receiving and storage, but at many 
smaller institutions the purchasing agent himself must perform these func- 
tions. Most assistant purchasing agents do not perform either receiving or 
storage functions, since most institutions which have assistant purchasing 
agents are larger ones. 

BASIC TASK LIST 

Identification of needs and preparation of requisitions 

I-A. Identify needs for supplies, services and equipment. 

I-B. Determine storage locations and maintain stock levels. 

II. Prepare standard requisition and forward to purchase and/or stores. 

III. Review requisition and forward to purchasing or stores. 

Purchasing 



IV. Edit requisition and approve for purchase. 

V-A. Pre-determine sources of supply. 

V-B. Evaluate products of potential suppliers and select qualified potential 
suppliers . 

V-C. Evaluate capabilities of selected potential suppliers. 

V-D. Obtain buying information from potential suppliers. 

V-E. Complete requisition. 

VI. Prepare purchase order. 

VII. Check and expedite open purchase orders. 

IX-A. Authorize return of materials to vendors. 

XIII. Maintain complete purchasing records. 
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XIV. 



Dispose of surplus materials. 



Processing of invoices 

XII-A. Receive vendor invoices and collate them with other documents. 
XII-B. Check invoices against purchase orders and receiving reports, and 
process invoices for payment. 

SUPPLEMENTARY TASK LIST 1 

Receiving/shipping 

VIII-A. Receive and file receiving copies of purchase orders. 

VIII-B. Receive materials delivered by vendors. 

VII I-C. Inspect materials delivered by vendors. 

VIII- D. Deliver materials to storeroom or using departments. 

IX- A. Return materials to vendors. 

IX-B. Process other outgoing shipments. 

SUPPLEMENTARY TASK LIST 2 

Storage 



X-A. Pill storeroom stock requisitions. 

X- B. Service storeroom replacement carts. 

XI- A. Process storeroom stock receiving reports. 

XI-B. Process storeroom stock requisitions. 
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Percentages Modal Frequency 

Performing Task of Performance 



Difficulty 
Level 



PURCHASING AGENT 
BASIC TASK LIST 




I -A 


Identify needs for supplies, services and 
equipment. 






















1. 


Participate in the preparation of supplies, 
service and equipment budget, including 
make, buy or lease decision and 
standardization. 


46 


14 


30 


X 












5 


2. 


Identify the types of supplies and 
services required for attainment of the 
unites objectives. 


54 


14 


40 


X 


X 










i > 


3. 


Consult with the purchasing/procurement 
office in establishing appropriate 
quality and quantity standards. 


31 


0 


30 




X 










X 


I-B. 


Determine storage locations and maintain 
stock levels. 






















4. 


Assist in determining storage location 
and levels in terms of time or usage. 


54 


14 


40 


X 


X 








X 






4.1 unit 


31 


0 


10 


X 










X 




5. 


Submit requisition to maintain stock 
levels . 


46 


14 


30 


X 


X 








X 




6. 


Process orders to fill unanticipated 
needs . 


50 


14 


40 


X 














II. 


Prepare standard requisition. 






















7. 


Complete the standard requisition for 
purchasing and/or stores. 


31 


14 


30 


X 


X 








X 






7.1 Enter requisitioning unit 
identification. 


31 


14 


30 


X 


X 






X 








7.2 Enter date on which the requisition 
was prepared. 


31 


14 


30 


X 


X 






X 








7.3 Enter quantities of the items 
required. 


46 


14 


30 


X 










X 






7.4 Enter descriptions of the items 
required in sufficient detail to 
identify the products or services. 


39 


14 


30 


X 










X 






7.5 Enter date on which the non-stock 
items will be needed. 


39 


14 


30 


X 
















7.6 Enter justification and anticipated 
usage if items are not standardized 
expendable supplies. 


31 


14 


20 


X 










, 






7.7 Enter name of the requisitioner . 


31 


14 


20 


X 










X 




8. 

III. 


Forward the purchasing requisition to the 
approving authority if necessary. 

Review requisition and forward to purchas- 
ing or stores. 


31 


14 


30 


X 










X 
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Percentages Modal Frequency Difficulty 
Per forming Task of Performance Level 



PURCHASING AGENT 
BASIC TASK LIST 




9. 


Requisition received by approving 
authority. 


39 


0 


20 


X 












X 




10. 


Recipient determines if he has 
approval authority. 

10.1 Determine if requisition is for 


31 


0 


20 


X 












X 






routine expendable supplies and 
in usual ordering quantities; 
check with purchasing if 
necessary. 


39 


0 


20 


X 












X 






10.11 Determine if within budget. 


23 


14 


10 


X 












X 






10.12 Check with requisitioning unit 


























if not satisfied; modify as 
needed, approve and forward to 
purchasing. 


31 


0 


20 


X 














X 




10.13 Approve requisition if satisfied 


























and forward to purchasing or 


















1 


1 






Stores. 

10.2 Forward to superioj^Burchasing 
authority for apprflPal if pur- 


31 


14 


20 


X 












X 






chasing authority does not re- 
side at recipient level. 


23 


0 


20 






X 


X 






X 






10.21 Check with department to justify 


























requisition if necessary. 


39 


14 


20 


X 


X 










X 






10.22 Determine price/ cost. 


39 


14 


20 


X 












X 






10.23 Check to see if item is within 


























budget . 


39 


14 


10 


X 


X 










X 






10.24 Justify to higher authority if 


























appropriate. 


39 


14 


10 








X 






) 






10.25 Forward to higher approving 


























authority. 


31 


14 


10 








X 






) 




IV. Edit requisition and approve for purchase. 
























11. 


Purchasing Department receives requi- 
sition. 


92 


71 


70 


X 












X 




12. 


Edit requisition for: 


























12.1 Budgetary information. 


62 


71 


20 




X 










X 






12.2 Specifications. 


92 


100 


40 


X 












) 






12.3 Quantity. 


' 92 


lao 


60 


X 












X 






12.4 Approval authority. 


62 


86 


50 






X 


X 






X 






12.5 Query requisitioner if in- 
formation is incomplete. 


92 


100 


50 


X 


X 










X 




13. 


Number requisition if necessary and 
assign to buyer. 


62 


71 


20 


X 












X 




I 


Value analyze and reconinend changes 
if desircUDle. 


92 1 


100 


50 




X 


X 








: 
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Percentages 
Perfonnina Task 



Modal Frequency 
of Performance 



Difficulty 

Level 



PURCHASING AGENT 
BASIC TASK LIST 



15. Approve for purchase. 

V.-A Pre-determine sources of supply. 

16. Pre-determine sources 

16.1 Current contract (s ) . 

16.2 Small orders. 

16.3 Emergency purchase. 

16.4 Should the need be immediate, 
select a vendor on the basis 
of past reliability, order 
the smallest quantity meeting 
the need and then perform a 
product evaluation. 

16.5 Traveling purchasing requisi- 
tion. 

V.-B Evaluate products of potential suppliers 

and select qualified potential suppliers. 

17. Determine potential suppliers. 

17.1- Consider current catalogs and 
reference material including 
purchasing records. 

17.2 Consult with unit making re- 
quest if necessary. 

17.21 Evaluation committee develops 
criteria by which competing 
products that meet the item 
specification may be judged. 

17.22 Evaluate the products in terms 
of criteria. 

17.23 Rate the products and report 
the information to the buyer. 

17.3 Consider vendors with whom a 
supplier relationship already 
exists . 

17.4 Confer with other purchasing 
departments . 

17.5 Consult with local professional 
organizations . 

17.6 Select qualified suppliers. 

V.-C Evaluate capabilities of selected potential 

suppliers . 

18. Evaluate selected suppliers where 
sources need to be determined. 

18.1 Technical capability. 




92' 


100 


10 


X 










X 




92 


100 


50 


X 










X 




85 


71 


30 


X 






X 








92 


86 


60 


X 










) 




92 


100 


50 






X 






X 




69 


86 


40 






X 








X 


31 


29 


20 


X 










X 
























92 


86 


30 


X 












X 


92 


86 


50 




X 


X 






; 


i 


100 


100 


50 




X 


X 






: 


i 


62 


57 


20 








X 






X 


92 


86 


40 






X 








X 


69 


71 


40 






X 


X 






X 


92 


71 


30 


X 


X 








X 




69 


29 


30 






X 


X 




X 




46 


14 


10 








X 




X 




100 


86 


40 


X 


X 










( 


100 


86 


30 


X 






X 






( 


61 


57 


20 














X 
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Ptxai-ntatti 



ModAJ^ Pr«qu«no^ 



Dlfjfioulty 



PORCHAgINQ AaiNT 
lAaiC 7ASK LIST 



18.2 Pinanolal cikpabllity. 

18.3 Managimuint aapablllty. 

18.4 Logistic oapabillty. 

18.5 Capacity capability. 

V.-D Obtain buying information from potsntial 
suppliers. 

19. Obtain buying information and samples 

where sources need to be determined. 

19.1 Use published price lists where 
prices are fixed by the vendors 
if feasible. 

19.2 Use competitive bids if the 
following criteria exist. 

19.21 If specifications are clear to 
both buyer and seller. 

19.22 If 3 or more potential suppliers 
are willing to compete. 

19.23 If dollar volume is sufficient 
(abov® minimum bid policy) . 

19.24 If time permits (if time avail- 
able is sufficient for competi- 
tive bidding). 

19.3 Negotiate if competive bid- 
ding and use of price lists 
are impractical. 

V.-E Complete requisition. 

20. Complete the requisition. 

20.1 Enter date ordered. 

20.2 Enter cider n>wbor correspond- 
ing to the number on the first 
available blank purchase order . 

20.3 Enter quantity ordered if diff- 
erent from that shown in re- 
quisition. 

20.4 Enter name and address of 
vendor from v;hom the purchase 
is to be made based on supplier 
meeting criteria. 

20.5 Enter price, delivery, packing 
specifications and method of 
shipment. 

20.6 Enter other appropriate 
speoifioations (patents, 
warrantees , etc. ) . 




39 


71 


0 








X 


X 




4 




46 


71 


10 








X 


X 






X 


54 


57 


20 










X 








46 


71 


20 








X 


X 






: 


100 


86 


20 








X 


X 




: 


: 


92 


71 


40 






X 


X 






X 




83 


86 


30 








X 


X 




X 




85 


57 


20 








X 


X 




X 




69 


57 


20 








X 


X 




) 




62 


57 


0 








X 


X 




X 




54 


57 


10 










X 




X 




62 


71 


20 








X 


X 




> 




85 


86 


20 




X 








' 


c 




69 


100 


30 




X 








: 


c 




62 


86 


30 




X 














77 


71 


30 




X 


X 






i 






69 


86 


40 




V 








) 






85 


71 


40 




X 








' 






46 


57 


20 








X 


X 




X 
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’ ' ^ m,7 Mfc«ah th* »vatl»bl« blwi1« pw- 

ah*ii« oar^jr fee th* aea-ifeeok 
p-urohn/iJln^ i?*ciuiiifeion »»3 fox- 
w««d pwedMAtt e»4«3f 

tleta dMki 


46 


71 


30 


K 










s 




VI. P»«p9Jr* pwdiSM 






















ai. Ch*< 3 k fee Mt fehab feh* infe««tion ocaa- 
fc«dn«4 on tfa« j?*gni*ifeion i« luffi- 
aitnb feo ptsmit iUi. paMiparation of • 
pureh««« orS«£. 


92 


100 


70 


X 










i 




ai.X B»turn raquiaition and blank pur- 
qtoaaa ordw? to tha buyax for ra- 
aolution, if information not 
guffioiant. 


38 


57 


50 






X 


X 




: 




31.2 Prapara purohaaa oxdar. 


77 


86 


40 


X 










t 




.*>1*21 Snttr datt of i 0 «u«a 


77 


36 


50 


X 








: 


t 




21. a{.,' iD^tdjC numbor if not already 
antarad. 


54 


43 


30 


X 










( 




21.23 Knta.i‘ noma and addreaa of vendor. 


63 


86 


40 


X 










: 




21*24 ^ntar expected date of delivery. 


46 


’’1 


30 


X 


X 








X 




21.25 Enter quantity. 


S3 


86 


40 


X 








: 


c 




21.26 Enter description. 


77 


86 


40 


X 








* 


: 




21,27 Enter price* 


77 


86 


40 


X 








- 


i 




21,28 Enter typed name of buyer. 


46 


29 


40 


X 








: 


; 




21.29 Enter conditions or terms of the 
purchase (if applicable or not 
preprinted) , 

22, Buyer review and sign purchase order. 


46 

77 


71 

71 


30 

40 


X 

X 








: 


X 




23. Distribute copies of purchase order 
and requisitions as appropriate, 
VII. Check and expedite open purchase orders. 


69 


71 


40 


X 








■ 


c 




24 ^ Check open purchase orders including 
incomplete shipments and expedite 
where necessary. 


92 


86 


50 


X 


X 








c 




26. Check with using department if ship- 
ment delayed to determine criticality. 


92 


86 , 


60 


X 


X 






< 






26. appropriate measures. 


62 


86 


50 


X 


X 






< 






iX.-A Return materials to vendo/rs. 






















34. Materials to be returned to vendor. 


77 


57 


70 






X 


X 




X 




34*1 Using Department notifies 
purchasing of goods to be 
returned to vendor. 


85 


57 


80 






: 

^ X 

jJL 


X 




X 





ill 



MiiittiwM 



i^ttiiiif 



PMro«nt«f«f 



Modal Praq’^onoy 
q£ Piggom^l- 



Diffioulty 
Ltvtl 



PUHCMMIIMQ K<am 






34,3 Pwahatlag v«r£it« tJiat r«- 
tvim i» authorimad. 


65 


43 


70 






X 


X 


: 








34.3 P^urahaala 9 dtb«£nlo.a» appro** 
priatt diapoiltloQ. 


77 


43 


60 






X 


X 


' 








34.4 Pur abating p:apara« oovaring 
doomantt. 


65 


43 


60 






X 


X 




e 




XII. ~A 


Raoaiva vandor invoioat and oollata 
tham with othar dooumantt. 
























41. Aooountg payabla raoaivat infor** 
watlon for paymant on a daily 

bat it. 


77 


14 


20 


X 










i 






41.1 Raoaiva oopiat of purohata 

ordart ittuad if t^propriata. 


69 


29 


20 


X 










C 






41.2 Raoaiva invcleat from vandort. 


77 


43 


20 


X 








: 


: 






41.3 Raoaiva raoaiving raportt 
and packing tlipt. 


69 


29 


20 


X 










c 






41.4 Collata and fila raoaiving 

report packing tlip coinbina- 
tiont with invoioa and oopy 
of applicable purohata order. 


46 


29 


20 


X 
















41 .,5 Taka the following ttept if 
any documentt are tniasingi 
























41.51 Maintain tutpenta file for 
inoomplata acoounta payable 
documents . 


62 


43 


20 


X 










c 






41.511 Notify purchasing if copy 

of purohata order it missing. 


62 


29 


30 


X 






X 




i 






41.512 Wait for a pradetarminad 

period of time if reaeiving 
report-packing slip com- 
bination is missing, and 
then notify purchasing. 


46 


29 


20 






X 


X 




X 






41.513 Wait for a predetermined 
period of time if invoice 
has not arrived and then 
notiify purchasing. 


69 

1 


14 


20 






X 


X 




X 




XII. «B 


Check vendor invoices against pur- 
chase orders and receiving reports, 
and process invoices for payment. 
























42. Check vendor invoice against pur- 
chase order and receiving report 
if all reports are in. 


77 


43 


20 


X 
















42.1 Check type of item. 


77 


29 


20 


X 
















42.2 Check quantity of item. 


77 


29 


20 


X 










;c 






42.3 Check jprice of item. 


jes 


29 


20 


X 


. 








= 1 



er|c 
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P*j?o*ntiig«i Mod»l Pr«qu«noy 



Difficulty 

L«v«il 



PDRCmtINQ \Q1NT 
BA*1C TASK WST 




42.4 C&*ok d«liv«ry obaxgt«. 


77 


43 


10 


X 








; 






42.5 Oiaelc prioa «xt*nfionf. 


62 


14 


20 


X 










i 




43. Pojc <3iicr«panoi«* in ItMi* 42.1 
through 42.9, r<if«r to purchaiiing. 


54 


14 


20 


X 


X 








X 




44. Mbar icaaolvlng th« disorapanoy 
purchaaing netifiaa aooounts 
payabld of propar aotion. 


69 


29 


20 


K 


X 








i 




44.x Purohasing notifiaa invan- 
tory control. 


38 


29 


20 


X 








; 


i 




44.11 Invantory oontrol makaa 

corraoting antria* to tha 
stock systam. 


38 


43 


20 


X 


X 






. 






45. Aoopuntii payablei reio«iva« and 
raview* corrected diaorapancy 
document* returnfd by purahaeing. 


62 


14 


20 


♦ 

i 

X 


X 








X 




46. Prooeis invoice for payment when 
dieorepancy has been resolved. 


77 


14 


20 


X 


X 






i 






46*1 OK amount of payment lass 
any authorised discounts. 


69 


29 


20 


X 














46.2 Accounts payed)le approves 
invoice for payment. 


54 


14 


20 


X 


X 








X 




46.3 Entire packet of material 
forwarded to payment 
section for issuance of 
check. 


54 


14 


20 


X 


X 








X 




XIII. Maintain complete purchasing records. 






















47. Purohasing maintains complete 

documentation of each purchasing 
transaction. 


77 


71 


20 


X 








: 






47.1 Purchasing department files 
purchasing documents alpha- 
betically by name of vendor 
and numerically by number of 
purchase order. 


77 


57 


20 


X 








: 


’ 




47.11 To include bid sheets, vendor 
proposals, warranties, vendor 
specifications, original re- 
quisitions , correspondence , 
budget justification, etc. 


62 


43 


20 


X 








3 






47.2 Purchasing maintains file of 
purchase orders by using de- 
partments aU)d purchase order 
numbers. 


62 


29 


10 


X 








> 
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PUIOJASIWg AGIOT 
BMIC TAfK LIST 



47.3 PurohBsing a,«p*Etm«nt •nt«r» 
purohneinf information in 
numtrioal log book by p\»- 
obaa* ordar numbar including 
tha following information. 



47.31 Data of raoaipt of raquiai- 
tion. 



47.32 Using dapartmant. 

47.33 Vandor nama. 



47.34 Data of iaauanoa of purohaaa 
oirdar. 



47,4 Purohaaing maintains filaa 
of miacallanaoua matariala 
and raoords auah ast 



47.41 Intamal and axtarnal correa- 
pond«<nc8 . 



47.42 Markat surveys. 

47.43 Budget data. 

47.44 Special projects. 
47.43 Vandor catalogs. 

XIV. Dispose of surplus material. 
48 



Using department informs purchasing 
of the avail 2 djility of obsolete 
surplus, or scrap materials within 
that department. 



49. 



Purchasing determines disposition 
of materials. 



49.1 Use in other departments with- 
in the hospital. 



49.2 Trade-in on new equipment. 

49.3 Sell 



49.4 Scrap. 

49.5 Store for future use. 



50. Purchasing obtains the proper 

authorization for disposal or trans- 
fer of material. 



51. Purchasing negotiates the disposal 
transaction. 



51.1 Follow special procedure for 
hazardous materials. 



Paroantagaa 



Modal Praquanoy 
of Pagfogmanca 



Difficulty 
Laval 




46 


43 


10 


K 








: 


: 




69 


43 


10 


X 








; 


; 




69 


43 


0 


X 








; 


£ 




69 


43 


10 


X 














69 


43 


10 


X 














46 


57 


10 


X 














69 


43 


20 


X 










: 




30 


29 


10 








X 




X 




31 


43 


10 








X 


: 


£ 




46 


43 


10 








X 




X 




77 


43 


20 


X 


X 








c 




46 


29 


20 








X 




X 




62 


29 


20 








X 




X 




46 


29 


20 








X 




X 




38 


43 


20 








X 




X 




54 


29 


20 








X 




X 




54 


29 


10 








X 




X 




62 


43 


10 








X 








46 


43 


20 








X 




X 




46 


29 


20 








X 




X 




31 


29 


20 








X 




X 
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Miiiiiiiiii 



iiii 













i 



t 




i; 







F^iiratntiigfi Modal Fraqutncy Difficulty 




mnim 






■MiM 



iiiiiiiiiiiri 



miiipipp* 



P«rotntagat 

P»rfomlngL,Ta.l,ti 



HodaX rreguancy 
0^ PtrfQntyinaa 



Difficulty 

Laval 



PUHCHA8ING AQINT 
Supplamantary Task Litt 1 

VX1I,-A Raoaiva and fila racaiving oopiaa of 
purohasa ordars^. 

27# Racaiva and fila racaiving copy 
of purchaaa ordar# 



27# 1 Fila racaiving copy of 
purchaaa oxdar in alpha- 
batioal fila by nama of 
vandor and than by purchasf 
ordar numbar# 

Racaiva matariali dalivarad by 
vandora * 



VIII #-B 



28, Whan carriar arrival at loading 
dock/ chaok carriar* » manifaat 
to a* oar tain propar dal i vary 
addrasaaa . 

28# X Chaok with purchasing or 
othar appropriate depeurt- 
mant{S^ if nacessary# 

28,2 Ra^-diract carriar, if not 
propar dalivary addrasaea, 

29, Participata in unloading and 
chaok shipment, if proper de- 
livery addrassaa. 

29.1 Locate receiving department 
c^opy of purchase order ap- 
plicable to shipment deliv- 
ery and compare with 
carriar *s mzmifest, 

29.2 If in order, participate in 
unloading containers from 
carriers vehicle. 

29*3 Compare number of shipping 
containers unloaded against 
carrier’s mamifest to make 
certain they agree, 

29,31 Note shortage, if any, on 
carrier's receipt which 
receiving clerk signs, 

29.4 Inspect shipping contain- 
ers for external damage* 

29.41 Any damage found should be 
inspected by carrier's 
driver and noted on carrier's 
receipt which receiving 
clerk signs. 

29.5 Receiving clerk dates and 
signs carrier's receipt 
relieving carrier of re*- 
sponsibility for loss or 
damage to materials other 
than noted on receipt, or 
concealed damage. 




69 


43 


80 


X 










c 




62 


14 


60 


X 








< 






62 


92 


80 


X 










c 




46 


29 


80 


X 








X 






54 


14 


60 


X 








; 






38 


29 


90 


X 








X 






62 


43 


80 


X 








X 






31 


29 


70 


X 








X 






62 


43 


80 


X 














62 


43 


70 


X 








’ 






69 


29 


80 


X 








: 


c 




46 


29 


70 


X 














46 


29 


80 


X 








: 


: 
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Modal Prequanay Difficulty 

of Parformanca Laval 



PURCHASING AGENT 




• VIXI.-C inspaat matariala dalivarad by vendor «. 






















30. Unpack amd inspect roatarial*. 


62 


29 


80 


X 








i 






30.1 Unpack loatarials and locate 
vendor's packing slip. 


62 


29 


80 


X 








1 






30.2 From information on packing 
slip identify name of vendor 
and, if indicated, number (s) 
of purchase order la) invol- 
ved. 


62 


29 


80 


X 














30.3 Check general condition of 
materials to determine if 
any damage was incurred 
during shipment. 


62 


29 


80 


X 














30e3l Proce»» claim 


62 


14 


60 








X 








30.4 Chaok materials rooeived 
against vendor’s packing 
slip and applicable pur- 
chase orders. 


62 


43 


80 


X 














30,41 Verify that correct items 
have been shipped. 


62 


29 


80 


X 










( 




30.411 If necessary, request assi- 
stance of requisitioning 
department . 


38 


14 


60 






X 




: 


f 




30.42 Verify that correct 

quantities have been shipped. 


62 


29 


80 


X 








4 


K 




31. Complete and route receiving 
report . 


46 


43 


80 


X 








) 


: 




VIII. -D Deliver materials to storeroom or 
using department. 






















32. Deliver materials to storeroom or 
to requesting department as 
shown on purchase order. 


62 


29 


80 


X 








) 






32.1 Obtain signature of person 
on receiving report to show 
materials were delivered. 


38 


0 


70 


X 














33. Verify services received. 


38 


0 


50 


X 








X 






1 33.1 Requisitioning department 

j verifies that services 

I have been satisfactorily 

I performed as requested. 


54 


0 


50 


X 










X 




33.2 Receiving documents are 

routed to appropriate de- 
partment for processing. 


69 

. 


14 


50 

. 


X 

. 


. 








X 





117 




Paroantages Modal Frequancy Difficulty 

Per forming Talk of Performance Level 



PURCHASING AGENT 
SUPPLEMENTARY TASK LIST 1 




Return material B to vendors. 
























34. Materials to bo returned to vendor. 


77 


57 


70 








X 


X 




X 




34.1 Using Department notifies 
purchasing of goods to be 
returned to vendor. 


85 


57 


80 








X 


X 




X 




34 . 2 Purchasing verifies that 
return is authorised. 


85 


43 


70 








X 


X 


: 


: 




34 , 3 Purchasing determines 

appropriate disposition. 


77 


43 


60 








X 


X 


; 


: 




34.4 Purchasing prepares covering 
documents. 


85 


43 


60 








X 


X 


: 


i 




34,41 Route documents to appro-" 
priate deparvments. 


46 


29 


60 








X 


X 


: 


c 




34,5 Purchasing advises Using 

Departments of steps to be 
taken. 


54 


57 


60 








X 


X 




X 




34.51 Hold materials for further 
instructions. 


62 


43 


50 








X 


X 




X 




34,52 Route materials to shipping 
(receiving) with request for 
return. 


62 


43 


50 








X 


X 


; 


t 




34 . 6 Shipping (receiving) pre^ 
pares necessary shipping 
documents . 


54 


14 


60 








X 


X 


i 


c 




34 , 7 Shipping (receiving) 

arranges for pickup as 
necessary. 


62 


29 


70 








X 


X 




X 




34,8 Carrier provides receipt 
for pickup of materials. 


62 


29 


70 








X 


X 




X 




34.9 Shipping (receiving) routes 
documents to appropriate 
departments. 


54 


29 


50 








X 


X 


; 


k 




Process other outgoing shipments. 
























35, Other outgoing shipments. 


15 


14 


40 






X 


X 




X 






35.1 Using Department notifies 
purchasing of goods to be 
shipped. 


54 


14 


40 






V 

rk 


X 






c 




35.2 Purchasing determines ap“ 
propriate handling. 


62 


29 


60 






X 


X 




' 


t 




35.3 Purchasing prepares covering 
documents and routes to 
appropriate departments. 


54 




29 


60 






X 


X 






X 
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SUPPLEMENTARY TASK LIST 1 
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35*4 Purchasing not if las Using 

Department of steps to take. 



35.41 Hold materials for further 
instructions. 



35.5 Shipping treceiving) pre- 
pares necessary shipping 
docunents. 



35 . 6 Shipping (receiving) ar- 
ranges for pickup as 
necessary. 



35.7 Carrier provides receipt 
for pickup of materials. 



35.8 Shipping (receiving) routes 
documents to appropriate 
departments. 



rnmmm 



Percentages Modal Frequency Difficulty 

Per f omina Task of Perf ormiinoe Level 



35^.42 Route to shipping (receiving) 
with request for shipping. 



46 



46 



54 



31 



46 



54 



46 



23 



14 



14 



14 



14 



30 



50 



40 



60 



60 



70 



60 
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percentages Modal Frequency Difficulty 

Per forming Task o f Performance Level 



PURCHASING AGENT 



X«“A Pill storeroom stock requisitions. 








36. 


Storeroom receives stock requi- 
sition. 


54 


29 


90 




36.1 


Check requisition 


54 


29 


100 




36.11 For validity. 


54 


29 


100 




36.12 For proper authorization. 


54 


43 


100 




36.2 


Pill approved requisition 
with items from stock. 


54 


29 


100 




36.3 


Indicate on requisition 
quantities of stock dis- 
pensed. 


62 


29 


90 




36.4 


Deliver materials to re- 
questing department as 
shown on stock requisition. 


62 


29 


100 




36.41 


Obtain signature of autho- 
rized person to whom mat- 
erials were delivered on 
stock requisition. 


38 


14 


70 




36.5 


Forward stock requisition 
to inventory control. 


46 


29 


80 


X.-B Service storeroom replacement carts. 








37. 


Storeroom services exchange 
carts . 










37.2 


Prepare requisition to 
charge department for what 
has been used. 


62 


14 


40 




37.4 


Route requisition to in- 
ventory control. 


31 


14 


40 


(I. -A Process storeroom stock receiving 
reports. 








38. 


Inventory control receives re- 
ceiving report (s). 


4G 


43 


70 


39. 


Process storeroom stock receiving 
reports . 


62 


43 


70 




39.1 


Enter receiving information 
into inventory control 
system . 


54 


29 


80 




39.2 


Bring baleuice on hand up 
to date. 


62 


29 


60 




39.3 


Forward receiving report to 
purchasing. 

1 


54 


29 


70 
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Percentages Modal Frequency Difficulty 

Per forming Task of Performance Level 



m 



PURCHASING AGENT 
Supplementary Task List 2 

XX«-*B Process storeroom stock requisitions, 

40, Receive issued stock requisitions. 

40.1 Enter stock issue informa- 
tion into inventory control 
system, 

40.2 Enter price information to 
stock requisition as re- 
quired by the system, 

40.3 Bring balance up to date. 

40.4 Forward stock requisition 
( charging information ) to 
accounting department for 
expensing. 




62 


29 


60 


54 


14 


60 


38 


14 


70 


46 


43 


50 


46 


14 


70 




X 

X 
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APPENDIX P-2 



STOREKEEPER 



The Basic Task List for storekeepers covers storage and receiving. The 
principal function performed by a storekeeper is the filling of storeroom 
stock requisitions. Most storekeepers also process stock receiving reports 
and stock requisitions for inventory control. Most storekeepers receive, in- 
spect and deliver materials, and many, but not all, return materials to 
vendors and process other outgoing shipments. 

The Supplementary Task List includes certain additional functions in the 
area of purchasing which may be performed by a storekeeper at some insti- 
tutions but which probably would not be included among the duties of a 
storekeeper at most institutions. A few storekeepers also perfom most of 
the other functions that a purchasing agent usually performs, and for these 
individuals a purchasing agent's curriculum would be more appropriate than 
a storekeeper's curriculum. 

BASIC TASK LIST 



Storage 

Fill storeroom stock requisitions. 

Service storeroom replacement carts. 
Process storeroom stock receiving reports. 
Process storeroom stock requisitions. 



X-A. 

X- B. 

XI- A. 
XI-B. 



Receiving/ghipping 



VIII-A. 

VIII-B. 

VIII-C. 

VIII- D. 

IX- A. 
IX-B. 



Receive and file receiving copies of purchase orders. 
Receive materials delivered by vendors. 

Inspect materials delivered by vendors. 

Deliver materials to storeroom or using departments. 
Return materials to vendors 
Process other outgoing shipments. 



SUPPLEMENTARY TASK LIST 



Purchasing 

IV. Edit requisition. 

V-A. Pre-determine sources of supply. 

V-B. Evaluate products of potential suppliers and select qualified 

potential suppliers. 

VI. Prepare purchase order. 

VII. Check and expedite open purchase orders. 
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p«ra9ntage 

Performing Mo^aX Frequenoy Difficulty 
Task . of Ferformanoe Level 



STORBKEEPJ5R - 
BASIC TASK LIST 



VIII. -A Raoeiva and file reoeiving copies of 
purchase orders. 
















27. Receive and file receiving copy 
of purchase order. 


80 


X 










:: 


27.1 File receiving copy of 

purchase order in alpha'- 
betical file by name of 
vendor and then by purchase 
order number. 


60 


X 












VIII. -B Receive materials delivered by vendors. 
















28. When carrier arrives at loading 
dook^ check carrier’s manifest 
to ascertain proper delivery 
addressee. 


80 


X 










: 


28.1 Check with purchasing or 

other appropriate department 
(s) if necessary. 


80 


X 


X 








X 


28.2 Re-direct carrier, if not 
proper delivery addressee. 


60 






X 


X 






29. Participate in unloading and 
check shipment, if proper de- 
livery addressee. 


90 


X 










: 


29.1 Locate receiving depart- 
ment copy of purchase 
order applicaible to ship- 
ment delivery and compare 
with carrier’s manifest. 


80 


X 








) 




29.2 If in order, participate 
in unloading containers 
from carrier’s vehicle. 


70 


X 








J 




29.3 Compare number of shipping 
containers unloaded against 
carrier’s manifest to make 
certain they agree. 


80 


X 








) 




29.31 Note shortage, if any, on 

carrier’s receipt which re- 
ceiving clerk signs. 


70 


X 








) 




29,4 Inspect shipping containers 
for external damage. 


80 


X 








: 




29.41 Any damage found should be 
inspected by carrier’s 
driver and noted on ceurrier’s 
receipt which receiving 
clerk signs. 

— 


70 


X 








:: 






o 
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Percentage 
Performing 
Task 



Modal Frequency 
of Performance 



Difficulty 

Level 



STOREKEEPER - 
BASIC TASK LIST 




29. S Receiving clerk dates and 
signs carrier's receipt 
relieving oarrier of res- 
ponsibility for loss or 
damage to materials other 
than noted on receipt, or 
concealed damage. 


80 


X 












VIll.-C Inspect materials delivered by 
vendors . 
















30, Unpack emd inspect materials. 


80 


X 










}; 


30.1 Unpack materials and locate 
vendor's packing slip. 


80 


X 










: 


30.2 Prom information on packing 
slip identify name of 
vendor and^ if indicated# 
number (s) of purcnase 
order (s) involved. 


80 


X 












30.3 Check general condition of 
materials to determine if 
any damage was incurred 
during shipment. 


80 


X 








> 




30.31 Process claim. 


60 








X 






30.4 Check materials received 
against vendor packing 
slip and applicaJ^le pur- 
chase orders. 


80 


X 








5 


' 


30.41 Verify that correct items 
have bean shipped. 


80 


X 








) 




30.411 If necessary# request 

assistance of requisition- 
ing department,* 


60 






X 


X 


) 




30.42 Verify that correct 
quantities have been 
shipped . 


80 


X 












31. Complete and route receiving 
report. 


80 


X 












VIII. -D Deliver materials to storeroom or 
using departments. 
















32. Deliver materials to storeroom 
or to requesting department as 
shown on purchase order. 


80 


X 








) 




32.1 Obtain signature of person 
on receiving report to 
show materials were de- 
livered. 


70 


X 








:: 




33. Verify services received. 


50 


X 
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Percentage 
Performing 
Task 



Modal Frequency 
of Performance 



Difficulty 

Level 



STOREKEEPER - 
BASIC TASK LIST 



33« 1 Requisitioning department 
verifies that services 
have been satisfactorily 
performed as requested. 

33.2 Receiving documents are 
routed to appropriate de- 
partment for processing. 

IX. -A Return materials to vendors and Out- 
going Shipments (to be completed by 
the Purchasing Department-- Receiving/ 
Shipping) , 

34. Materials to be returned to vendor. 

34 « 1 Using Department notifies 
purchasing of goods to be 
returned to Vendor. 

34.2 Purchasing verifies that 
return is authorised 

34.i3 Purchasing determines 

appropriate disposition. 

34.4 Purchasing prepares cover- 
ing documents. 

34.41 Route documents to appro- 
priate depeurtments. 

34.3 Purchasing advises Using 
Departments of steps to be 
taken. 

34.51 Hold materials for further 
instruction. 

34.52 Route materials to ship- 
ping (receiving) with re- 
quest for return. 

34 . 6 Shipping (receiving) pre- 
pares necessary shipping 
documents. 

34 . 7 Shipping (receiving) ar- 
ranges for pickup as 
necessary* 

34.8 Carrier provides receipt 
for pickup of materials. 

34 . 9 Shipping (receiving) routes 
documents to appropriate 
departments . 

IX. -B Process other outgoing shipments. 

35. Other outgoing shipments. 




50 



70 

80 

70 

60 

60 

60 

60 

50 

50 

60 

70 

70 

50 



40 
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STOREKEEPER - 
BASIC TASK LIST 



35.1 Using Department noti- 
fies purchasing of goods 
tp be shipped. 

35.2 Purchasing determines ap- 
propriate handling. 

35.3 Purchasing prepareal cover- 
ing documents cind routes 
to appropriate departments. 

35 . 4 Purchasing notifies Using 
Department of steps to 
take. 

35.41 Hold materials for further 
instructions. 

35.42 Route to shipping (receiv- 
ing) with request for 
shipment. 

35.5 Shipping (receiving) pre- 
pares necessary shipping 
documents . 

35.6 Shipping (receiving) ar- 
ranges for pickup as 
necessary. 

35.7 Carrier provides receipt 
for pickup of materials. 

35.8 Shipping (receiving) routes 
documents to appropriate 
departments. 

X.-A Pill storeroom stock requisitions (to 
be completed by the Purchasing Depart- 
ment-Storeroom) . 

36. Storeroom receives stock requi- 
sition. 

36.1 Check requisition. 

36.11 For validity. 

36.12 For proper authorization. 

36.2 Fill approved requisition 
with items from stock. 

36*3 Indicate on requisition 
quantities of stock dis- 
pensed. 

36.4 Deliver materials to re- 
questing department as 
shown on stock requisition. 
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Percentage 
Performing 
Task 



Modal Frequency 
of Performance 



Difficulty 

Level 



STOREKEEPER - 
BASIC TASK LIST 







m II 1^ 

-v? H ^ b! h^iK 

01 /Co /c. 





36.41 Obtain signature of auth- 
orized person to whom 
materials were delivered 
on stock requisition. 


70 


X 










:: 




36.5 Forward stock requisition 

to inventory control. 


80 


X 








X 




X.--B 


Service storeroom replacement costs. 


















37. Storeroom services exchange 
carts . 


















37.1 Determine what Using De- 
partment has taken from re- 
placement cart. 


30 


X 


X 








^ f 
A i, 




37.2 Prepare requisition to 

charge department for what 
has been used. 


40 


X 


X 




\ 




: 




37.3 Restock cart to quota 
capacity. 


30 


X 












37.4 Route requisition to in- 
ventory control. 


40 


X 


X 






X 




XI. -A 


Process storeroom stock receiving re- 
ports . 


















38. Inventory control receives re- 
ceiving report (s) . 


70 


X 














39. Process storeroom stock re- 
ceiving reports. 


70 


X 








: 






39.1 Enter receiving informa- 
tion into inventory con- 
trol system. 


80 


X 








' 


i 




39.2 Bring balance on hand up 
to date. 


60 


X 








: 


r 




39.3 Forward receiving report 
to purchasing. 


70 


X 








: 


r 


XI. “B 


Process storeroom stock requisitions. 








i 










40. Receive issued stock requisi- 
tions. 


60 


X 




! 




X 






40.1 Enter stock issue infor- 
mation into inventory 
control systems. 


60 


X 








: 






40.3 Bring balance up to date. 


50 


X 














40.4 Forward stock requisition 
(charging information) to 
accounting department for 
expensing . 


70 


X 








X 
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>eroentage 
Performing 
Task 



Modal Frequency 
of Performance 



Difficulty 

Level 



STOREKEEPER - 
SUPPLEMENTARY TASK LIST 



IV. Edit requisition 

11. Purchasing Department receives 
requisition. 

12. Edit requisition for; 

12 . 2 Specifications . 

12.3 Quantity. 

12.4 Approval authority . 

12.5 Query requisitioner if infor- 
mation is incomplete. 

14. Value analyze and recommend changes 
if desirable. 

V. -A Pre-detexmine sources of supply. 

16. Pre-determine sources. 

16 . 2 Small orders . 

16.3 Emergency purchase. 

16-4 Should the need be immediate, 
select a vendor on the basis 
of past reliability, order 
the smallest quantity meeting 
the need and then perform a 
product evaluation. 

VI. Prepare purchase order. 

21. Check to see that the information 
contained on the retquisition is 
sufficient to permit the prepara- 
tion of a purchase ordci.. 

21.1 Return requisition and blank 
purchase order to the buyer 
for resolution, if information 
not sufficient. 

21.2 Prepare puTvthase order. 

21.21 Enter date of issue. 

21.22 Enter number if not already 
entered. 

21.23 Enter name and address of 
vendor . 

21.24 Enter expected date of delivery. 

21.25 Enter quantity. 

21.26 Enter description. 




70 


X 


r 














40 


X 










4 






60 


X 












X 




50 


X 










X 






50 


X 












X 




50 






X 








X 




50 


X 












X 




60 


X 


X 










: 




50 






X 








X 




40 








X 


( 




X 




70 


X 












c 




50 




X 


X 








c 




40 


X 










' 


c 




50 


X 










X 






30 


X 












c 




4’0 


X 










X 






30 




"ii 


X 


X 






c 




40 


X 












c 




40 


X 










X 




- 
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Percentage 
Performing 
Task 



Modal Frequency 
of Performance 



Difficulty 

Level 



STOREKEEPER - 
SUPPLEMENTARY TASK LIST 




21.27 Enter price. 

21.28 Enter typed name of buyer. 

21.29 Enter conditions or terms of 
the purchase (if applicable 
or not preprinted) . 

22. Buyer review and sign purchase order. 

23. Distribute copies of purchase order 
and requisitions as appropriate. 

VII. Check and expedite open purchase orders. 

24. Check open purchase orders including 
incomplete shipments and expedite 
where necessary. 

25. Check with using department if ship- 
ment delayed to determine criticality. 

26. Take appropriate measures. 



40 

40 

30 

40 

40 



50 

60 

50 



X 

X 
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APPENDIX P-3 



ADMINISTRATOR 



At many larger institutions the participation of an administrator in pur- 
chasing activities probably does not extend beyond budget preparation and 
identification of needs. At some institutions, however, he may assist in 
determining storage locations and may review some requisitions. These 
functions are included in the Basic Task List as ones which might be per- 
formed by an aditinistrator at an institution that has a purchasing depart 
ment. 

Supplementary Task List 1 covers the functions which seem most likely to 
be performed by an administrator at a small institution, particularly an 
Extended Care Facility, which does not have a purchasing department. 
Purchasing at such an institution may be largely decentralized with requi 
sitions and purchase orders being processed by personnel within using- 
departments, but the administrator may at least edit and approve requisi- 
tions, evaluate and select suppliers, and process invoices for payment. 
Additional functions which may be performed by a few administrators at 
small institutions are included in Supplementary Task List 2. 

BASIC TASK LIST 

I dentification of needs and review of requisitions 



I-A. Identify needs for supplies, services and equipment. 

I-B. Determine storage locations and maintain stock levels. 

III. Review requisition and forward to purchasing or stores. 

SUPPLEMENTARY TASK LIST 1 
Purchasing 

IV. Edit requisition and approve for purchase. 

V-A. Pre-determine sources of supply. 

V-B. Evaluate products of potential suppliers and select qualified 

potential suppliers. 

V-C. Evaluate capabilities of selected potential suppliers. 

V-D. Obtain buying information from potential suppliers. 

Processing of invoices 

XII-A. Receive vendor invoices. 

XII-B. Check invoices against purchase orders and receiving reports, 
and process invoices for payment. 

SUPPLEMENTARY TASK LIST 2 

Purchasing 

XIII. Maintain purchasing records. 



O 
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XIV. 



Dispose of surplus materials. 



Receiving 

VIII~C. Inspect materials delivered by vendors. 



Peroentages Modal Frequency Difficulty 

Per forming Task of Performance Level 



ADMINISTRATOR 
BASIC TASK LIST 




• X-A 


Identify needs for siippliae, servioes and 
equipment. 
























1. Participate in the preparation of 
supplies, service and equipment 
budget, including make, buy or lease 
decision and standardization. 


100 












X 






X 




2, Identify the types of supplies and 
services required for attainment of 
the unit’s objectives* 


75 












X 




> 






3. Consult With the purohasing/procure- 
ment office in establishing appro- 
priate quality 2 md quantity standards. 


50 










X 


X 




5 




I-B 


Determine storage locations. 
























4. Assist in determining storage loca- 
tion levels in terms of time or usage. 


63 












X 




: 


: 




4 . 1 Unit 


38 












X 




: 


: 




4.2 Storeroom. 


38 












X 








III. 


, Review requisition and forward to pur- 
cha*»ing or stores. 
























9. Requisition received by approving 
authority . 


50 








X 


X 




> 








10. Recipient determines if he has 
approval authority. 


38 




! 




X 


X 






X 






10.1 Determine if requisition is for 
routine expendable supplies and 
in usual ordering quantities; 
check with purchasing if neo- 

ttssary. 

10.11 Determine if within budget. 


38 

50 








X 

X 


X 






X 

, 






10.12 Check with requisitioning unit 
if not satisfied; modify as 
needed, approve and forward to 
purchasing. 


50 








X 


X 












10.13 Approve requisition if satis- 
fied and forward to purchasing 
or stores. 


50 








X 


X 






X 






10.21 Check with department to justify 
requisition if necessary. 


63 










X 


X 


! 


X 






10.22 Determine prioe/cost, 


88 












X 






( 




10.23 Check to see if item is within 
budget , 


63 










X 


X 




X 






10.24 Justify to higher authority if 
appropriate. 


38 






. 







X 
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Percentages Modal Frequency 

Per forming Task of Performance 



Difficulty 

Level 



ADMINISTRATOR 




IV. Edit requisition and approve for purchase. 






















12. Edit requisition for: 






















12.3 Quantity. 


38 








X 








X 




12.4 Approval authority. 


25 








X 




X 


: 


i 




12.5 Query requisitioner if infor- 
mation is incomplete. 


25 










X 


X 


- 


i 




15. Approve for purchase. 


50 










X 


X 




X 




V.-A Pre-determine sources of supply. 






















16. Pre-Detarmine sources. 


50 








X 


X 






X 




16. 1 Current contracts . 


50 












X 




X 




16.2 Small orders. 


25 










X 


X 




X 




16.3 Emergency orders. 


50 










X 


X 




X 




16.4 Should the need be immediate, 
select a vendor on the basis 
of past reliability, order the 
smallest quantity meeting the 
need and then perform a pro- 
duct evaluation. 


63 












X 






c 


V.— B Evaluate products of potential suppliers 
and select qualified potential suppliers. 






















17. Determine potential suppliers. 


38 










X 


X 




X 




17.1 Consider current catalogs and 
reference material including 
purchasing records. 


63 












X 




X 




17.2 Consult with unit making 
request if necessary. 


38 










X 


X 




X 




17.22 Evaluate the products in terms 
of criteria. 


25 












X 








17.3 Consider vendors with whom a 
supplier relationship already 
exists. 


63 










X 










17.6 Select qualified suppliers. 


63 












X 








V.-C Evaluate capabilities of selected po- 
tential suppliers. 






















18. Evaluate selected suppliers where 
sources need to be determined. 


38 












X 






: 


18 . 2 Financial capability . 


25 












X 






: 


18.3 Management capability. 


25 












X 






: 
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ADMINISTRATOR 
SUPPLEMENTARY TASK LIST 1 




V.-D Obtain buying information from potential 
suppliers. 

19. Obtain buying information and 

samples where sources need to be 
determined. 

19.1 Use published price lists 
where prices are fixed by the 
Vendors if feasible. 

19.2 Use competitive bids if the 
following criteria exist. 

19«21.If specifications are clear 
to both buyer and seller. 

19.22 If 3 or more potential sup- 
pliers are willing to compete. 

19.3 Negotiate if competive bidding 
and use of price lists are 
impractical. 

XII. -A Receive vendor invoices. 

41. Accounts payable receives infor- 
mation for payment on a daily basis. 

41.2 Receive invoices from vendors. 

41.3 Receive receiving reports etnd 
packing slips. 

XII. -B Check invoices against purchase orders 
and receiving reports, and process in- 
voices for payment. 

42. Check vendor invoice against pur- 
chase order and receiving report 
if all reports are in. 

42.1 Check type of item. 

42.2 Check quantity of item. 

42.3 Check price of item. 

42^4 Check delivery charges. 

42.5 Check price extensions. 

43. For discrepancies in Items 42.1 
through 42.5, refer to purchasing. 

44. After resolving the discrepancy 
purchasing notifies accounts pay- 
albe of proper action. 

45. Accounts payable receives and 
reviews corrected discrepancy 
documents returned by purchasing. 



50 



25 



25 



38 



38 

50 

50 



50 

38 

38 

50 

50 

25 

25 

38 

38 



X 

X 



135 



o 

ERIC 



Miiijlilllll 



1 -iwi-tf 



f 



Percentages Modal Frequency Difficulty 

Per forming Task of Performance Level 



ADMINISTRATOR 
SUPPLEMENTARY TASK LIST 1 

46. Process invoice for payment when 
discrepancy has been resolved. 

46.1 OK amount of payment less 
any authorized discounts. 

46.2 Accounts payable approves 
invoice for payment. 

46.3 Entire packet of material 
forwarded to payment section 
for issuamce of check. 
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Peroentagea Modal Frequency Difficulty 

Per forming Task of Performance Level 



ADMINISTRATOR 
SUPPLEMBMTAHX TASK LIST 2 



■V 

o A"* 

i? /? / ■V 
^ / • V if ' 

o/ ^ 



A /'^ 
'3 /i 






— 

' VIII. -C Inspect materials delivered by 
vendors,. 




















/ ^ 


30.3 Check general condition of 
materials to determine if 
any damage was incurred 
during shipment. 


25 








j 

! X 




X 




X 




30.31 Process claim. 


38 












X 




c 


1 


30.. 41 Verify that correct items 
have been shipped. 


25 








X 




X 








30.42 Verify that correct quanti- 
ties have been shipped. 


25 








X 




X 








1 XIII. Maintain complete purchasing records. 






















47.4 Purchasing maintains files, 
of miscellaneous materials 
and records s\ich as : 


25 










X 


X 




: 




47.41 Internal and external 
correspondence . 


25 












X 




X 




47.42 Market surveys. 


25 












X 




X 




47.43 Budget data. 


25 












X 




X 




47.44 Special projects. 


25 












X 




c 




47.45 Vendor catalogs. 


25 












X 




( 




XIV. Dispose of surplus materials. 






















48. Using department informs purchasing 
of the availability of obsolete 
surplus, or scrap materials within 
that department. 


25 












X 




i: 




49. Purchasing determines disposition 
of materials. 


25 












X 




X 




49.2 Trade-in on new equipment. 


25 












X 




X 




49.3 Sell. 


38 












X 




< 




49.5 Store for future use. 


25 












X 








52.2 Provide for trade-in against 
new equipment. 


25 












X 




X 




53. Complete and route the proper 

disposition documents for accounting 
and purchasing records. 

- 


25 


. 










X 




< 

. 






o 
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APPENDIX P-4 



ACCOUNTANT 

The principal function in the field of purchasing that an accountant per- 
forms is the final processing of vendor invoices. A curriculum suitable for 
most accountants probably vrould not need to cover any areas beyond those in- 
cluded in the Basic Task List below. Some accountants, however, occasional- 
ly participate in the determination of needs and process orders to fill 
unanticipated needs. These tasks, therefore, have been included here in a 
Supplementary Task List for accountants. 

BASIC TASK LIST 

Processing of invoices 

XII-A. Receive vendor invoices and collate them with other docxoments. 
XII-B. Check invoices against purchase orders and receiving reports, 
and process invoices for payment. 

SUPPLEMENTARY TASK LIST 

Identification of needs 



I-A. 

I-B. 



Identify needs for supplies, services and equipment. 
Determine storage locations and maintain stock levels . 



Percentages Modal Frequency Difficulty 
Per fonninq Task of Performance Level 



ACCOUNTANT 
BASIC TASK LIST 




XII, -A Receive vendor invoices and collate 
them with other documents. 




















41. Accounts payable receives informa*- 
tion for payment on a daily basis. 


75 






X 










- 


41.1 Receive copies of purchase 

orders issued if appropriate. 


75 






X 












41,2 Receive invoices from vendors. 


75 






X 












41.3 Receive receiving reports 
and packing slips. 


75 






X 










: 


41.4 Collate and file receiving 
report-packing slip com- 
binations with invoice and 
copy of applicable purchase 
order. 


75 






X 










c 


41.51 Maintain suspense file for 
incomplete accounts payable 
documents. 


75 










X 






X 


41,511 Notify purchasing if copy 

of purchase order is missing. 
*1 


75 






X 








4 




41,512 Wait for a predetermined 

period of time if receiving 
report-packing slip com- 
bination is missing, and 
then notify purchasing. 


75 










X 






:: 


41,513 Wait for a predetermined 
period of time if invoice 
has not arrived and then 
notify purchasing. 


75 






X 










:: 


XII, -B Check invoices against purchase orders 
and receiving reports, and process 
invoices for payment. 




















42, Check vendor invoice against 

purchase order and receiving re- 
port if all reports are in. 


75 






X 












42,1 Check type of item. 


75 






X 










1 


42,2 Check quantity of item. 


75 






X 












42,3 Check price of item. 


75 






X 










:: 


42,4 Check delivery charges. 


50 






X 










:: 


42,5 Check price extensions. 


75 






X 










y 


43, For discrepancies in Items 42.1 

through 42,5, refer to purchasing. 


50 






X 




X 






:: 


44, After resolving the discrepancy 
purchasing notifies accounts 
payable of proper action. 


50 










X 


X 




X 
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ACCOUNTANT 
BASIC TASK LIST 



o 
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44.1 Purchasing notifies invent 
ory control. 



44.11 Inventory control ma)ces 

correcting entries to the 
stock system. 



45. 



Accounts payable receives and 
reviews corrected discrepancy 
documents returned by purchasing 



46. Process invoice for payment when 
discrepancy has been resolved. 



46.1 OK amount of payment less 
any authorized discoiints. 



46.3 Entire packet of material 

forwarded to payment section 
for issuance of check. 



Percentages Modal Frequency 

Per forming Task of Pe rformance 



Difficulty 

Level 
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Percentages Modal Frequency Difficulty 
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APPENDIX F-5 



DEPARTMENT HEAD 



A curriculum appropriate for a department head or a first-line supervisor 
might cover only the Basic Task List shown below or the Basic Task List 
plus one or more of the Supplementary Task Lists. The Basic Task List in- 
cludes the functions that a department head may be expected to perform 
regardless of whether purchasing for his department is centralized or de- 
centralized. Many department heads have no further responsibilities in the 
field of purchasing. The heads of pharmacy and dietary departments, however, 
often do some, or even most, of the purchasing for their departments even 
at institutions where purchasing for other departments is done by a cen- 
tralized purchasing department. 

The functions included in Supplementary Task List 1 are ones which are 
performed by the heads of departments for which purchasing is decentralized, 
and also by some heads of departments for which other purchasing functions 
are centralized. Supplementary Task List 2 includes, the additional functions 
which would be performed by the head of a department for which purchasing 
is mainly or wholly decentralized, but which would not be performed by all 
of those department heads who perform the functions included in Supplemen- 
tary Task List 1. 

Supplementary Task Lists 3 and 4 cover the areas of receiving and storage 
respectively. The functions included in these lists, with the exception 
of the inspection of materials delivered by vendors (VIII-C) , which is 
included also in Supplementary Task List 1, are performed by relatively 
few department heads. It is possible for either receiving or storage to be 
centralized or decentralized independently, whether or not purchasing 
for a department is centralized. Therefore, curriculum dealing with one 
or the other of these areas might be appropriate for some department heads 
who perform purchasing functions and for some who do not. 

The only purchasing function that a non- supervisory worker normally per- 
forms is the preparation of requisitions for submission to purchasing or 
stores (II) . 

BASIC TASK LIST 

Identification of needs and preparation of requisitions . 



I-A. 

I-B. 

II. 

III. 



Identify needs for supplies, services and equipment. 
Determine storage locations and maintain stock levels . 
Prepare standard requisition for purchasing and/or stores. 
Review requisition and approve for purchase. 




SUPPLEMENTARY TASK LIST 1 



Purchasing 



V-A. Pre-determine sources of supply. 
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V-B. Evaluate products of potential suppliers and select qualified 
potential suppliers. 

V-C. Evaluate capabilities of selected potential suppliers. 

V-D. Obtain buying information from potential suppliers. 

Receiving 



VII I -C. Inspect materials delivered by vendors. 



SUPPLEMENTARY TASK LIST 2 
Purchasing 

IV. Edit requisition and approve for purchase. 

V-E. Complete requisition. 

VI. Prepare purchase order. 

VII. Check and expedite open purchase orders. 

XIII. Maintain complete purchasing records. 

XIV. Dispose of surplus materials. 

Processing of invoices 

XII-A. Receive vendor invoices. 

XII-B. Check invoices against purchase orders and receiving reports, 
and process invoices for payment. 

SUPPLEMENTARY TASK LIST 3 

Receiving/shipping 



VIII-A. Receive and file receiving copies of purchase orders. 
VIII-B. Receive materials delivered by vendors. 

VIII-C. Inspect materials delivered by vendors. 

VIII- D. Deliver materials to storeroom or using departments. 

IX- A. Return materials to vendors. 



SUPPLEMENTARY TASK LIST 4 
Storage 



X-A. 

X- B. 

XI- A. 
XI-B. 




Fill Storeroom stock requisitions. 

Service storeroom replacement carts. 
Process storeroom stock receiving reports. 
Process storeroom stock requisitions . 
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Pt3eo«atyifti Hod»l Pr^quuwy Difficulty 

geming TtiJs of P»efom»qot t*vti 



D«pii£tmtnt H«i4 




X.-A 


Identify ne*d« for »upplit», ••rvio«» 
end «<|uip(n«nt (to bt oo«\pltted by the 
Deing Depertinent). 
























1. Perticipete in tbe preperetion of 
sux^iee# service end equipment 
budget, including aeke, buy or lease 
decision end stsnderdizetion. 


78 


60 


0 






X 


X 






X 




2. Identify the types of supplies and 
services required for attainment of 
the unit's objectives. 


78 


81 


33 




X 










X 




3, Consult with the purohasing/pro- 
curwuent offioe in estsblishing ap- 
propriate quality and quantity 
standards. 


7X 


6S 


17 




X 


X 






X 




I.-B 


Determine storage locations and itvaintain 
stock levels. 
























4, Assist in determining storage loca- 
tion and levels in term* of time or 
usage. 


78 


76 


17 


K 


X 








X 






4.1 Unit. 


49 


63 


0 


K 


X 








X 






4.2 Storeroom. 


42 


43 


17 


X 


X 








X 






5, Submit requisition to maintain stock 
levels. 


78 


70 


33 




X 


X 






X 






6. Process orders to fill unanticipated 

needs. 


71 


62 


17 




X 


X 






3 


: 


II. 


Prepare standard requisition for pur- 
chasing and/or stores. 
























7. Complete the standaurd requisition 
for purchasing and/or stores. 


71 


78 


83 




X 


X 






X 






7.1 Enter requisitioning unit 
identification. 


63 


59 


67 




X 


X 






: 






7.2 Enter date on which the requisi- 
tion was prepared. 


71 


76 


83 




X 


X 




: 


: 






7.3 Enter quantities of the items 
required. 


78 


89 


67 




X 


X 






X 






7.4 Enter descriptions of the items 
required in sufficient detail 
to identify the products or 
services. 


71 


81 


83 




X 


X 






X 






7.5 Enter date on which the non- 
stock items will be needed. 


49 


62 


33 




X 


X 






X 






7.6 Enter justification and antici- 
pated usage if items are not 
stamdardized expendadale supplies. 


44 


43 


17 






X 


X 


:: 


; 
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7,7 Sntir nami of thi ric[uiaitionir. 


59 


65 


83 




X 


X 






i 




8. Forward thi purohaiing riquiiition 
to thi approving authority if mo- 

•iiary. 


66 


76 


67 




X 


X 






X 




III. Raviiw riquiiition and forward to pur- 
ohaiing or itorii. 






















9. Riquiiition riciivid by approving 
authority. 


S4 


51 


30 




X 


X 






X 




10. Rioipiint ditirminii if hi ^ .i 
approval authority. 


37 


32 


33 




X 


X 






X 




10.1 D9itmminm it rsqxiifition i« 

fox routine expendable supplies 
and in usual ordering quanti- 
ties; oheqk with purchasing if 

necessary. 


42 


46 


33 




X 


X 






X 




10.11 Determine if within budget. 


37 


46 


0 






X 


X 




X 




10.12 check with requisitioning unit 
if not Satisfied; modify as 
needed, approve and forward 
to purchasing. 


34 


33 


33 




X 


X 






X 




10.13 Approve requisition if satis- 
fied and forward to purchasing 
or stores. 


44 


51 


33 




X 


X 






X 




10.2 Forward to superior purchasing 
authority for approval if pur- 
chasing authority does not 
reside at recipient level. 


24 


22 


50 






X 


X 




X 




10.21 Check with department to 

justify requisition if nec- 
essary. 


49 


38 


0 






X 


X 




X 




10.22 Determine price/ cost. 


49 


41 


17 




X 


X 










10.23 Check to see if item is within 
budget. 


42 


49 


0 






X 


X 






c 


10.24 Justify to higher authority 
if appropriate. 


39 


38 


0 








X 






( 


10u25 Forward to higher approving 
authority. 


37 


30 


33 






X 


X 






( 


10.3 Approving authority considers 
approval . 


42 


30 


17 








X 






i 


10.31 If disapproved, reject, or 
return to sender for recon- 
sideration. 


27 


19 


17 








X 






c 


10.32 If approved, forward to 
purchasing. 


46 


35 


33 






X 


X 




X 
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g OPPI4»<«timRY TMK Lliy 1 

V.-A Fr«"d*fe«rmiM •ovarow of 

16. PKi«^tt»cmiJa« ■earaon. 

16.1 Curront oontraot*. 

16.2 tmall oxdsra. 

16.3 loMr^anoy puxshiua. 

16.4 thowld tht n«*d ba Aamadiata, 
•alacjt a vandor on tha baaia 
of paat raliabilitsyf oxda* tha 
araallaat quantity maating tha 
naad and than parfoxa a p*o- 
duot avaluation. 

V.-B Bvaluata pxoducta of potantial auppliara 
and aalaot qualifiad potantial auppliara. 

17. Datarmina potantial auppliara. 

17.1 Conaidar ourrant oataloga and 
rafaranca matarial including 
purchaaing racorda. 

17.2 Conault with unit making ra- 
quaat if nacaaaary. 

17.21 Evaluation committae davalopa 
criteria by which competing 
producta that meet tha item 
specification may be judged. 

17.22 Evaluate the products in terms 
of criteria. 

17.23 Rato tha products and report 
tha information to tha buyer. 

17.3 Consider vendors with whom a 
supplier relationship already 
Axi sts . 

17.4 Confer with other purchasing 
departments. 

17.5 Consult with local pro- 
fessional organizations. 

17.6 Select qualified suppliers. 

V.-C Evaluate capabilities of selected poten- 
tial suppliers. 

18. Evaluate selected suppliers where 
sources need to be determined. 

18.1 Technical capability. 

18.2 Financial capability. 

18.3 Management cap2d3ility. 




37 


24 


0 






X 


X 






K 


29 


16 


0 






X 


K 






X 


46 


27 


0 


X 


K 








X 




39 


14 


0 






X 


X 








42 


14 


0 






X 


X 






: 


39 


16 


0 






X 


X 






X 


46 


24 


0 






X 


X 




5 




32 


14 


0 






X 


X 




: 


: 


17 


11 


0 








X 




3 


' 


29 


16 


0 






X 


X 








34 


19 


0 








X 






X 


46 


19 


0 






X 


X 








27 


19 


0 






X 


X 








27 


11 


0 








X 




: 


: 


46 


16 


0 






X 


X 






: 


46 


19 


0 






X 


X 








29 


16 


0 






X 


X 








22 


22 


0 






X 


X 




: 




24 


22 


0 






X 


X 




: 
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18.4 Loyiitia oapablliby. 


IS 


16 


Q 






X 


X 




5 




18.5 Capaaity capability. 


22 


14 


0 






X 


X 




3 


; 


V.-D Obtain buying informaticjn Crcaa potantial 
mppliara . 






















19. Obtain buying infomation and aam- 
plaa wbara aouroaa naad t© ba da- 
tarminad. 


44 


35 


0 








X 






: 


19.1 Uaa publiahad prioa liata 

vfhara prioaa ara fixad by tha 
vandora if faaaibla. 


44 


32 


0 






X 


X 






: 


19.2 Uaa oonnpatitiva bida if tba 
following oritaria axiat. 


34 


14 


0 








X 






: 


19.21 If apaoifioationa ara olaar 
to both buyar and aallar. 


34 


16 


0 








X 






: 


19.22 If 3 or raora potantial aupp- 
liara ara willing to oompata. 


24 


14 


0 








X 




X 




19.23 If dollar voluma ia auffioiant 
(abova minimum bid policy) . 


17 


14 


0 








X 




3 


: 


19.24 If tima permita (if tima 

availabla ia auffioiant for 
oompatitive bidding) . 


22 


11 


0 








X 




3 


: 


19.3 Negotiate if oompatitive 
bidding and uaa of prioa 
lists are impractical. 


27 


11 


0 








X 








VIII. -C Inspect materials delivered by 
vendors. 










• 












30. Unpack and inspect materials. 


42 


24 


33 


X 


X 








X 




30.1 Unpack materials and lo- 
cate vendor's packing slip. 


34 


22 


'17 


X 


X 












30.2 From information on pack- 
ing slip identify name of 
vendor and if indicated, 
number ts) of purchase 
order (s) involved. 


27 


22 


0 


X 


X 












30.3 Check general oondition of 
materials to determine if 
any damage was incurred 
during shipment. 


37 


27 


33 


X 


X 








X 




30.31 Process claim. 


20 


16 


0 






X 


X 


3 


: 




30.4 Check materials received 
against vendor's packing 
slip amd applicable pur- 
chase orders. 


27 


30 


33 


X 


X 








X 
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Difficulty 

Daval 



Dapartmant Haad - 
SUPPLEMENTARY TASK LIST 2 




IV. Edit raquiaition and approva for purohaaa- 






















11. Purohaaing Dapartmant racaivas 
requisition. 


17 


19 


17 




X 


X 








c 


12. Edit raquiaition for: 






















12.1 Budgetary information. 


20 


19 


17 






X 


X 






: 


12.2 Spaoificationa. 


24 


22 


17 






X 


X 






: 


12.3 Quantity. 


27 


24 


17 






X 


X 






: 


12,4 Approval authority. 


17 


22 


17 






X 


X 






: 


12*5 Qu«ry raquiBitioner if informa-* 
tion i* incomplete* 


17 


16 


17 


X 


X 








X 




13, Number requisition if necessary and 
assign to buyer. 


12 




17 




X 








y 


: 


14* Value emalyze and recommend changes 
if desirable* 


27 


16 


17 






X 


X 






X 


15* Approve for purchase. 


27 


19 


17 


X 


X 








: 


: 


V.-E Complete requisition. 






















20. Complete requisition. 


24 


19 


0 


X 


X 








: 


: 


20,1 Enter date ordered. 


34 


19 


0 




X 


X 






X 




20.2 Enter order number corres- 
ponding to the number on the 
first available blank purchase 

order. 


22 


19 


0 


X 


X 








X 




20.3 Enter quantity Ordered if 

different from that shown in 
requisition. 


17 


19 


0 




X 


X 






J 


► 


20.4 Enter name and address of 

vendor from whom the purchase 
is to be made based on sup- 
plier meeting criteria. 


27 


22 


0 




X 


X 






X 




20.5 Enter price, delivery, packing 
specifications and method of 
shipment, 


15 


14 


0 


X 


X 








i 




20.6 Enter other appropriate speci- 
fications (patents , warrantees 
etc. ) . 


12 


14 


0 






X 


X 








20.7 Attach the available blank 
purchase order to the non- 
stock purchasing requisition 
and forward to purchase order 
preparation desk. 


12 


11 


0 

— L 






X 


X 




X 
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VII. 



Prapara purohaaa ordar. 








21, Chaok to aaa that tha information 
oontainad on tha raquiaition ia 
auffioiant to parmit tha praparation 
of a purohaaa ordar. 


22 


19 


17 


21,1 Ratum raquiaition and blank 
purohaaa ordar to tha buyar 
for raaolution, if information 
not auffioiant. 


12 


14 


0 


21.2 Prapara purohaaa ordar. 


29 


27 


17 


21.21 Bntar data of iaaua. 


27 


19 


17 


21.22 Bntar numbar if not alraady 
antarad. 


22 


16 


0 


21.23 Bntiu: nama and addrass of 
vendor. 


32 


24 


17 


21.24 Bntar axpectod date of 
delivery. 


15 


14 


17 


21.25 Bntar quantity. 


32 


27 


0 


21,26 Enter daeaription 


24 


27 


17 


21.27 Enter price. 


22 


22 


17 


21.28 Enter typed name of buyer. 


12 


16 


0 


21.29 Enter conditions or terms of 

the purchase (if applicable or 
not pre-printed) . 


10 


14 


0 


22. Buyar review and sign purchase order. 


24 


19 


17 


23. Distribute copies of purchase order 
and requisitions as appropriate. 


22 


16 


17 


Check and expedite open purchase orders. 








24. Check open purchase orders including 
incomplete shipments and expedite 
where necessary. 


27 


24 


17 


25. Check with using department if ship- 
ment delayed to determine critical- 
ity. 


19 


19 


17 


26. Take appropriate measures. 


24 


14 


17 


A Receive vendor invoices and collate 
them with other documents. 








41. Accounts payable receives infor- 
mation for payment on a daily basis- 


12 


14 


17 


41.1 Receive copies of purchase 

orders issued if appropriate. 


10 


19 


17 




X 

X 

X 
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41,2 Rscaiva invoiaes from vendors. 


27 


22 


17 




X 


X 






f 




41.3 Receive receiving reports and 
packing slips, 


15 


14 


17 


X 


X 






: 


: 




41,4 Collate and file receiving 

raport/packing slip combina*- 
tions with invoice and copy 
of applicable purchase 
order. 


10 


14 


17 


X 


X 








X 




41.5 Take the following steps if 
any documents are missing: 






















41.51 Maintain suspense file for 
incomplete accounts payable 
documents . 


7 


14 


0 






X 


X 




X 




41,511 Notify purchasing if copy of 
purchase order is missing. 


10 


14 


0 






X 


X 


) 






41,512 Wait for a predetermined 

period of time if receiving 
report/packing slip combina- 
tion is missing, and then 
notify purchasing. 


7 


5 


0 




X 


X 






X 




41.513 Wait for a pre-determined 
period of time if invoice 
has not arrived and then 
notify purchasing. 


7 


8 


0 






X 


X 




X 




Check invoices against purchase 
orders and receiving reports, and 
process invoices for payment. 






















42. Check vendor invoice against 
purchase order and receiving 
report if all reports are in. 


24 


14 


17 




X 


X 






: 




42.1 Check type of item. 


29 


24 


17 




X 


X 






X 




42.2 Check quantity of item. 


32 


29 


17 




X 


X 






X 




42.3 Check price of item. 


34 


22 


17 




X 


X 






X 




42.4 Check delivery charges. 


17 


16 


0 




X 


X 






X 




42.5 Check price extensions. 


24 


16 


17 




X 


X 






X 




43. For discrepancies in Items 42.1 

through 42.5, refer to purchasing. 


15 


11 


17 




X 


X 






X 




44. After resolving the discrepancy 
purchasing notifies accounts 
payable of proper action. 


17 


16 


0 






X 


X 




X 




44.1 Purchasing notifies inven- 
tory control. 


2 


14 


0 

1 






X 


X 


. 


X 





Department Head -* 

SUPPLEMENTARY TASK LIST 4 

44.11 Inventory control makes 

correcting entries to the 
stock system. 



Percentages Modal Frequency Difficulty 




45. Accounts payable receives and 
reviews corrected discrepancy 
documents returned by purchasing. 



15 



14 



0 



X 



X 



X 



46. Process invoice for payment when 
discrepancy has been resolved. 



20 



14 



0 



46.1 OK amount of payment less 
any authorized discounts. 



22 



14 



0 




46.2 Accounts payable approves 
invoice for payment. 



22 



14 



0 



46.3 



Entire packet of material 
forwarded to payment section 
for issuance of check. 



15 



14 



0 



XIII. Maintain complete purchasing records. 



X 



:r 



X 



47. Purchasing maintains complete 

documentation of each purchasing 
transaction. 



15 



11 



17 



X 



X 



f 

X 



47.1 Purchasing department files 
purchasing documents alpha- 
betically by name of vendor 
and numerically by number 
of purchase order. 

47.11 To include bid sheets, 

vendor proposals, weurranties, 
vendor specifications, 
original requisitions, 
correspondence , budget 
justification, etc. 

47.2 Purchasing maintains file 
of purchase orders by using 
departments and purchase 
order numbers. 

47.3 Purchasing department enters 
purchasing information in 
numerical log book by pur- 
chase order number including 
the following information: 

47.31 Date of receipt of requisi- 
tion. 

47.32 Using department. 

47.33 Vendor name. 

47.34 Date of issucuice of pur- 
chase urder. 



15 



10 



12 

10 

12 

12 

12 

12 



16 



11 



14 

14 

16 

19 

19 



17 



17 



17 



0 

0 

0 



X 

X 

X 








II 
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Percentages Modal Frequency Difficulty 

Performing Task of Performance Level 



Department Head - 
SUPPLEMENTARY TASK LIST 2 






47.4 Purchasing maintains files 
of miscellaneous materials 
and records such as; 


15 


8 


0 








X 


X 


' 


c 




47.41 Internal and external cor- ' 
respondence. 


17 


16 


17 








X 


X 




X 




47.42 Market surveys. 


12 


8 


17 








X 


X 




c 




47.43 Budget data. 


15 


14 


17 








X 


X 




c 




47.44 Special projects. 


20 


14 


17 








X 


X 




X 




47.45 Vendor catalogs. 


22 


14 


17 








X 


X 




c 


XIV. Dispose of surplus materials. 






















48. 


Using department informs purchasing 
of the availability of obsolete 
surplus or scrap materials within 
that department. 


15 


8 


0 








X 


X 




X 


49. 


Purchasing determines disposition 
of materials. 


17 


8 


0 








X 


X 




X 




49.1 Use in other departments with- 
in the hospital. 


17 


5 


0 








X 


X 




X 




49.2 Trade-in on new equipment. 


17 


3 


0 










X 




c 




49.3 Sell. 


12 


3 


0 










X 




c 




49.4 Scrap. 


15 


5 


0 










X 




X 




49.5 Store for future use. 


15 


8 


0 










X 




X 


50. 


Purchasing obtains the proper autho- 
rization for disposal or transfer of 
material. 


15 


8 


0 








X 


X 






51. 


Purchasing negotiates the disposal 
transaction. 


12 


5 


0 










X 




a 




51.1 Follow special procedures for 
hazardous materials. 


12 


11 


0 




X 


X 








;c 


52. 


Purchasing completes disposal trans- 
action. 


12 


5 


0 








X 


X 


> 






52,1 Have payment made to hospital 
in the case of a sale. 


7 


3 


0 








X 










52.2 Provide for trade-in against 
new equipment. 


7 


3 


0 








X 


X 


5 






52.3 Authorize the release of the 
material . 


5 


5 


0 








X 




: 


: 


53. 


Complete and route the proper dis- 
position documents for accounting 
and purchasing records. 


10 


5 


0 






X 


X 




1 
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Department Head - 
SUPPLEMENTARY TASK LIST 3 




VIII. -A Receive and file receiving copies of 
purchase orders. 






















27. Receive and file receiving copy 
of purchase order. 


32 


24 


33 


X 


X 








X 




27.1 B'ile receiving copy of 

purchase order in alpha- 
betical file by name of 
vendor and then by purchase 
order number. 


12 


14 


33 


X 


X 








X 




VIII Receive materials delivered by 
vendors . 






















28. When carrier arrives at loading 
dock, chock carrier's manifest 
to ascertain proper delivery 
addressee. 


20 


19 


17 




X 


X 






X 




28.1 Check with purchasing or 

other appropriate department 
(s) if necessary. 


15 


14 


0 




X 


X 




- 






. 

28.2 Re-Direct Carrier, if not 
proper delivery addressee. 


17 


14 


0 






X 


X 








29. Participate in unloading and check 
shipment, if proper delivery 
addressee. 


25 


16 


17 




X 


X 




3 






29.1 locate receiving department 
copy of purchaso order ap- 
pliccible to shipment delivery 
and compare with caurrier's 
manifest. 


12 


22 


17 




X 


X 




; 


c 




29.2 If in order, participate in 
unloading containers from 
carriers vehicle. 


10 


8 


0 






X 




3 






29.3 Compare number of shipping con- 
tainers unloaded against car- 
rier's manifest to make certain 
they agree. 


22 


24 


17 




X 


X 




> 






29.31 Note shortage, if any, on 

Ccurrier's receipt which re- 
ceiving clerk signs. 


24 


27 


0 




X 


X 






K 




29.4 Inspect shipping containers 
for external damage. 


32 


24 


17 




X 


X 






; 




29.41 Any damage found should be in- 
spected by carrier's driver 
and noted on caurrier's receipt 
which receiving clerk signs. 


24 


22 


17 




X 


X 




3 

1 


; 
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Department Head - 
SUPPLEMENTARY TASK LIST 3 




29.5 Receiving clerk dates and 

signs carrier *s receipt re- 
lieving carrier of responsibi- 
lity for loss or damage to 
materials other than noted on 
receipt, or concealed damage. 


24 


24 


17 




X 


X 






: 


c 




VIII. “D Deliver materials to storeroom or 
using departments. 
























32. Deliver materials to storeroom 
or to requesting department as 
shown on purchase order. 


27 


16 


0 






X 


X 






c 




32.1 Obtain signature of person 
on receiving report to show 
materials were delivered. 


20 


19 


0 




X 


X 






: 


c 




33. Verify services received. 


24 


19 


0 






X 


X 






: 




33.1 Requisitioning department 

verifies that services have 
been satisfactorily per- 
formed as requested. 


19 


14 


0 






X 


X 






c 




33.2 Receiving documents are routed 
to appropriate department for 
processing , 


20 


14 


0 






X 


X 






X 




IX. “A Return materials to vendors. 
























34. Materials to be returned to vendor. 


27 


16 


0 










X 




X 




34.1 Using Department notifies 

purchasing of goods to be re- 
turned to vendor. 


20 


16 


0 








X 


X 




X 




34.2 Purchasing verifies that re- 
turn is authorized. 


12 


11 


0 








X 


X 








34.3 Purchasing determines ap- 
propriate disposition. 


15 


8 


0 








X 


X 




X 




34.5 Purchasing advises Using 

Departments of steps to be 
taken. 


7 


11 


0 








X 


X 


i 


f 

i 




34.51 Hold materials for further 
instructions . 


15 


8 


0 








X 


X 


: 






34.8 Carrier provides receipt for 
pickup of materials. 


10 


8 


0 








X 


X 




: 
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X.-A Fill 


Storeroom stock requisition. 






36. 


Stoxaroom raaaivaa atook raquisition. 


15 


11 




36.1 


Chaok raquiaition. 


17 


19 




36.11 For validity. 


15 


14 




36.12 


For pxopar authorization. 


12 


11 




36.2 


Fill approved raquiaition with 
itama from atook. 


19 


14 




36.3 


Indicate on raquiaition quan- 
titiaa of atook diapanaed. 


15 


14 




36.4 


Deliver matariala to re- 
quaating department aa ahown 
on stock raquiaition. 


15 


11 




36.41 


Obtain signature of authorized 
person to whom materials were 
delivered on stock requisition. 


10 


11 




36.5 


Forward stock raquiaition to 
inventory control. 


7 


11 


X.-B Service storeroom replacement carts. 






37. 


Storeroom services exchange C 2 u:ts. 








37.1 


Determine what Using Depzurt- 
ment has taken from replace- 
ment cart. 


10 


14 




37.2 


Prepare requisition to charge 
department for what has been 
used. 


10 


14 




37.3 


Restock cart to quota capacity. 


10 


14 




37.4 


Route requisition to inventory 
control* 


5 


11 


XXf**A Process storeroom stock receiving re- 
ports. 






3B. 


Inventory control receives re- 


12 


14 




er|c 



aeiving report (s). 



39. Process storeroom stock receiving 
reports . 



39.1 Enter receiving information 
into inventory control 
system. 



39.2 Bring balance on hand up to 
date . 



10 



10 



12 



14 



14 



16 



17 

0 

0 

0 



17 



17 



17 



17 



17 



33 



33 



33 



33 



X 

X 

X 

X 



X 



X 



X 

X 

X 

X 
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APPENDIX G 



LIST OP HEALTH CARE FACILITIES SELECTED FOR 



BIRMINGHAM 

200 Beds or More *Baroness Erlanger Hospital 





*Baptist Medical Center 


100-199 Beds 


*Jeff Anderson Memorial Hosp. 
*St. Judes Catholic Hospital 


Under 100 Beds 


Sam Hov;ell Memorial Hospital 
*Athens-Limestone Hospital 


Extended Care Fac. 


*Plantation Manor 
St. Lukes Nursing Home 




BOSTON 


200 Beds or more 


Peter Bent Brigham Hospital 
Memorial Hospital 


100-199 Beds 


Faulkner Hospital 
’"Thayer Hospital 


Under 100 Beds 


Mary Lane Hospital 
Falmouth Hospital 


Extended Care Fac. 


Hebrew Rehab. Center for Aged 
Cambridge Nursing Home 




CHICAGO 


200 Beds or more 


Chicago Wesley Memorial Hosp. 
*Memorial Hospital 


100-199 Beds 


*Delnor Hospital 
Beloit Memorial Hospital 


Under 100 Beds 


*DeKalb Public Hospital 
Bethany Brethren Hospital 


Extended Care Fac. 


Hearthside Nursing Home 



Fox River Rehab. Center 



NATIONAL SURVEY 



Chattanooga, Tennessee 
Birmingham, Alabama 

Meridian, Mississippi 
Montgomery, Alabama 

Cartersville , Georgia 
Athens, Alabama 

McCalla, Alabama 
Birmingham, Alabama 



Boston, Massachusetts 
Worcester, Massachusetts 

Boston, Massachusetts 
Waterville, Maine 

Ware, Massachusetts 
Falmouth, Massachusetts 

Boston, Massachusetts 
Cambridge, Massachusetts 



Chicago, Illinois 
Kenosha, Wisconsin 

St. Charles, Illinois 
Beloit, Wisconsin 

DeKalb, Illinois 
Chicago, Illinois 

Chicago, Illinois 
Chicago, Illinois 



*Purchasing survey responses received from one or more employees. 



DENVER 



200 Beds or more 
100-199 Beds 

Under 100 Beds 
Extended Car e Fac. 

200 Beds or more 
100-199 Beds 
Under 100 Beds 
Extended Care l=ac. 



200 Beds or more 

100-199 Beds 
Under 100 Beds 
E xtended Care Fac . 

*Purchasing survey 






*St. Marys Hospital 
*St. Lukes Hospital 

Memorial Hospital of Laramie 
County 

*Poudre Valley Memorial Hosp. 

*Alamosa County Hospital 
Longmont Community Hospital 

Ivy Manor Nursing Home 
Eventide Nursing Home 



LOS ANGELES 



*Kaiser Foundation Hospital 
*Santa Monica Hospital 

*Morningside Hospital 
*West Valley Community Hosp. 

*Community Hospital of Gardena 
*Garden Park General Hospital 

Kaiser Extended Care Fac. 
*Culver City Convalescent Hosp. 



SEATTLE 



*St. Francis Xavier Cabrini 
Hospital 

*Emmanuel Hospital 

*St. Josephs Hospital 
*Vancouver Memorial Hospital 

*Tri-State Memorial Hospital 
*West Seattle General Hosp. 

*Mt. Baker Convalescent Home 
*L. C. Foss Sunset House 



responses received from one or more 



159 









mum 



Grand Junction, Colorado 
Denver, Colorado 



Cheyenne , Wyoming 
Fort Collins, Colorado 

Alamosa, Colorado 
Longmont, Colorado 

Denver , Colorado 
Longmont, Colorado 



Panorama City, California 
Santa Monica, California 

Los Angeles, California 
Encino, California 

Gardena, California 
Anaheim, California 

Panorama City, California 
Los Angeles, California 



Seattle, Washington 
Portland, Oregon 

Aberdeen, Washington 
Vancouver, Washington 

Clarkston, Washington 
Seattle, Washington 

Seattle, Washington 
Seattle, Washington 



employees . 
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